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INTRODUCTION  TO  TYPEWRITING  20 

Typewriting  is  a  skill--a  very  useful  skill  for  personal  or  business  use. 
In  any  skill  one  must  learn  the  basic  techniques  and  then  practice  themo 
Before  entering  this  course,  you  should  be  proficient  in: 

1.  Good  posture  at  the  typewriter 

2.  Correct  operation  of  all  typewriter  parts 

3.  Good  stroking  of  the  keys 

4.  Balanced  placement  on  the  page 

Practice  is  the  only  way  you  are  going  to  learn  to  type,  but  practice 
alone  is  not  sufficient.    You  must  be  certain  that  the  practice  is  meaningful, 
and  that  you  are  using  the  best  techniques  possible.    With  these  basic 
techniques  in  mind,  let  us  examine  the  objectives  of  this  course. 


OBJECTIVES  OF  TYPEWRITING  20 

1 .  Upon  completion  of  this  course  the  student  will  be    able  to  type  (on  a 
five -minute  timing)  at  a  minimum  rate  of  35  words  a  minute  with  1  error 
per  minute .  ''^ 

2.  The  student  will  be  able  to  use  the  correct  procedures  and  set-up  in  a 
variety  of  production  jobs  with  neatly  corrected  errors: 

a.    Tables- -ruled,  open,  boxed,  una r ranged,  and  with  leaders. 

t»«    Reports --two-page  manuscripts  with  or  without  footnotes  and 

Bibliography;  news  releases;  magazine  articles;  minutes; 
and  legal  documents . 

c.  C orrespondence  -  -one  -  and  two-page  letters;  P5  stationery;  tabulations; 

quotations;  enumerations;  subject  line;  attention  line; 
carbon  copies;  envelopes;  post  cards;  interoffice 
memos . 

d.  Letter  styles --full- blocked;  semi-block;  A. M.S.;  open  punctuation; 

closed  punctuation. 

Forms  -  -invoice;  credit  memorandum;  statement  of  account; 

telegrams;  file  cards;  mailing  labels;  messages  or 
telephone  calls. 


*  See  the  chart  on  page  iv  for   your  grading  on  words  a  minute. 
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3.     The  student  will  be  able  to  compose  while  typewriting: 

a.  paraphrase  message  and  letters 

b.  original  letters 

c.  tables 

i^.     The  student  will  be  able  to  recognize  and  use  proofreaders'  marks 
correctly e 

5=     The  student  will  be  able  to  demonstrate  recognition  of  quality  work  through 
the  production  of  neat,   attractive  and  accurate  typescript. 

6.  The  student  will  be  able  to  type  from  printed  and  handwritten  copy  and 
will  be  able  to  make  any  necessary  corrections  in  spelling,  punctuation 
and  grammar. 

7.  The  student  will  be  able  to  divide  words  correctly  at  the  end  of  type- 
written lines. 

8.  The  student  will  be  able  to  use  words  or  figures  correctly  when 
expressing  numbers. 


Evaluation 

Your  final  grading  in  this  course  will  be  determined  on  the  basis  of 
production  work  as  well  as  on  speed  and  accuracy.     Speed  and  accuracy 
(timings)  will  count  for  20  -  30%  of  your  mark.     Production   (typed  letters, 
manuscripts,   tables  and  forms)  will  count  for  70  -  80%. 

Your  year's  work  will  be  worth  ^0%  toward  your  final  grading.  The 
final  exam  will  be  worth  60%.     If  your  final  test  mark  is  very  different 
from  your  year's  work,  the  mark  you  will  be  given  will  be  the  mark  you 
received  on  your  final  test. 

The  final  test  will  consist  of  material  similar  to  that  you  have  studied 
during  the  year.     It  will  involve  timed  writings  and  production  work  as  out- 
lined in  the  Objectives  of  Typewriting  20  on  pages  i  and  ii. 


Drills 


Students  often  request  material  for  extra  practice.     You  are  strongly 
urged  to  practice  the  pages  of  drill  at  the  beginning  of  most  lessons.  For 
example,   the  drills  at  the  beginning  of  Lessons  13,  15,   and  16  contain 

numbers  and  symbols  which  will  help  you  in  the  production  of  the  forms 
which  appear  in  those  lessons. 
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Lesson  Submission 

Each  lesson  in  this  course  requires  a  minimum  of  six  hours  work.  It 
will  be  to  your  advantage,   however,   to  spend  more  time  on  each  lesson. 

At  the  end  of  each  lesson  there  is  a  sheet  called  "Assignment  Checkc" 
Select  those  items  that  appear  on  the  Assignment  Check  sheet  and  put  a  check 
mark  beside  each  one  as  you  insert  it  in  the  envelope.     Be  sure  your 
assignments  are  in  the  correct  order.     Submit  the  completed  Assignment  Check 
sheet  with  each  lesson. 

Make  sure  that  your  name  and  the  assignment  number  are  typed  on  ALL 
pages  submitted  for  grading « 


SUBMIT  NO  MORE  THAN  TWO  LESSONS  AT  ONE  TIME. 
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This  form  is  prepared  so  that  you  can  keep  track  of  your  lessons  and 
gradings.    As  soon  as  you  receive  your  returned  lessons,  enter  the  results 
on  this  chart.     Enter  any  exercises  you  wish  to  repeat  in  the  proper  column « 
After  they  have  been  submitted  again,   check  them  off  on  your  chart.  Repeat 
and  Incomplete  lessons  are  not  counted  as  graded  lessons  until  they  have  been 
submitted  the  second  time  for  correction. 


LESSON  AND  GRADING  REPEAT  EXERCISES  (IF  ANY) 

1.   1.  ____________ 

2.   2.  _____________ 

3.   3.  

4.   4c  ____________ 

5.   5.  ____________ 

6.   6.  

7.  ___________  7,  _____________ 

8.  ___________  8.  

9.   9.  

10.   10.  

11.   11-  

12.   12.   

13.    13.   

14.   14.   

15.   15.   

16.   16.  

17.   17«  

18.   18.   

19.  19. 


20. 


20. 
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aIAterials  required 

APPLIES 

CO  sheets  Typewriting  Paper 

P4  paper  (215  mm  x  280  mm) 
or 

Letter  size  8  1/2"  x  11" 


2  dozen 


Small  Envelopes,  business  size 
92  mm  x  164  mm 
(6  1/2"  X  3  5/8") 


2  dozen 


Large  Envelopes,  legal  size.  No.  10, 
105  mm  X  240  mm 
(4  1/8"  X  9  1/2") 


5  sheets  Carbon  paper 


Typewriter  eraser  similar  to  this  sketch  (the  dark  RED 
coloured  ones  are  the  sturdiest) 


soft  pencil  eraser 


Metric  ruler 


BOOKS  A  dictionary.     The  small  book,  20,000  Words  by  Leslie  is 

(Optional)  excellent  for  quick  reference  when  you  wish  to  find  how  to 

spell  a  word  or  how  to  divide  it  at  the  end  of  the  line. 


Word  Division  in  the  Canadian  Business  Vocabulary  by 


Dr.  Geraldine  Farmer  published  by  W«  J.  Gage  Limited 
is  another  useful  reference. 
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TIMING  DEVICES 

1.     The  minute  hand  on  a  clock  or  watch, 
2c    A  stop  watch. 

3.    An  interval  timer  -  A  kitchen  timer  may  be 
used  at  home  if  no  one  is  available  to  time 
your  work. 


A  WORD  ABOUT  TYPEWRITERS 

There  are  many  good  models  of  typewriters,  manual  and  electric,   on  the 
market,  available  as  standard  or  portable  machines.     If  you  are  considering 
purchasing  or  renting  one,   be  sure  to  obtain  a  machine  with  a  tabulator. 

The  instruction  booklet  supplied  with  new  typewriters  should  be  kept 
handy.     Be  familiar  with  the  operation  of  your  machine. 

The  medium-inked,  all-black,  long-fibre,   cotton  ribbon  is  recommended 
for  manual  typewriters,  while  a  nylon  ribbon  is  usually  used  on  electric 
typewriters . 

Counting  Spaces 

The  carriage  moves  one  space  to  the  left  each  time  a  key  or  the  space 
bar  is  tapped.    Each  tap  moves  the  carriage  exactly  one  space.     Each  space 
is  the  same  size . 

Standard  typewriters  space  uniformly  as  though  printing  in  blocks  on 
graph  paper. 


U£SI[S£QEllill£QISSi: 


The  spaces  can  be  counted.     Each  machine  has  a  carriage  position  scale 
that  marks  off  the  spaces.     It  also  numbers  every  fifth  or  tenth  space  from 
left  to  right  so  that  the  typist  will  know  the  number  of  each  space  across  the 
carriage . 
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Every  typewriter  has  some  kind  of  arrowhead,  line,   or  other  mark,  called 
the  printing-point  indicator,  that  points  to  the  space  on  the  scale  to  which  the 
carriage  has  moved  and  at  which  the  machine  is  ready  to  print » 


nil 

„,i 

IN, 

,M, 

nil 

nil 

5.0 

iiimiii 


llllllil  1  ll 

llllll 

liliiiiliiii! 

Pica,  Elite  and  Brother  Machines 

If  your  machine  has  a  relatively  large  type  size,  you  likely  have  a  PICA 
machine.     Four  figures  of  PICA  type  fit  in  1  cm. 


xxxx 

/  cm 


U  your  machine  has  a  smaller  type  size,  you  could  have  an  ELITE 
machine  a    Five  figures  of  ELITE  type  fit  in  1  cm. 


Or,  if  you  have  a  machine  manufactured  by  the  BROTHER  typewriter 
company,  only  4  l/2  figures  will  fit  in  1  cm. 


XXXXJ 

I  cm 


CARE  OF  THE  TYPEWRITER 


Your  typewriter  may  need  regular  servicing  by  the  manufacturer  but  you 
should  follow  regular  maintenance  procedures  to  ensure  easy  operation  of  the 
machine,  satisfactory  transcripts,  and  longer  life  of  the  typewriter. 


Typewriting  20  -  ix  -  Introduction 

Precautions  to  Prolong  the  Typewriter's  Service 

Center  the  carriage  when  you  are  not  using  the  typewriter « 


Never  lean  on  the  keyboard  or  place  books  or  clothing  on  the  typewriter. 

Never  strike  the  keys  unless  paper  is  in  the  typewriter,   or  the  type  will 
mar  the  surface  of  the  rubber  roller.     To  protect  the  roller  some  typists 
prefer  to  use  a  second  sheet  (called  a  backing  sheet)  with  the  first  sheet. 

Use  the  paper  release  when  removing  paper  from  the  typewriter. 

Keep  the  area  around  your  typewriter  clean. 

i^lways  move  the  carriage  to  the  extreme  left  or  right  when  erasing,  and 
blow  eraser  crumbs  away  as  you  erase. 

Daily  Servicing 

Clean  type  faces  and  type  bars  or  element  (selectric) . 


Brush  carriage  rails. 

Cover  the  machine  at  the  end  of  the  day  to  protect  it  from  dust. 


Periodic  Servicing 

Clean  cylinder  and  paper  feed  rollers  with  alcohol. 
Oil  parts  as  recommended  by  the  manufacturer. 
Replace  the  ribbon  when  letters  become  faint. 
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CHANGING  THE  RIBBON 
1  o     Study  the  way  in  which  the  used  ribbon  is  wound  in  the  machine  o 

2.  Wind  all  of  the  used  ribbon  onto  one  spool  (usually  the  right-hand  spool) 
Use  the  ribbon -winding  lever,  if  there  is  one.     If  not,   wind  the  ribbon 
by  hand,  using  the  ribbon -reverse  control  as  necessary. 

3.  Take  the  ribbon  end  off  the  empty  left-hand  spool  (removing  the  spool 
from  the  machine  if  necessary),  and  remove  the  full  right-hand  spool 
from  the  machine . 

4e     Place  the  new  right-hand  spool  so  that  the  new  ribbon  goes  in  this 
dire  ction: 


If  a  black  and  red  ribbon  is  used,  the  black  section  should  be  on  top. 


5.  Fasten  the  new  ribbon  to  the  hook  or  slot  on  the  left-hand  spool,     It  may 
be  necessary  to  remove  the  left-hand  spool,  for  this  purpose;  if  so, 
replace  it  in  the  typewriter  with  the  ribbon  attached. 

6.  Thread  the  ribbon  through  the  slots  at  the  printing  points.     To  do  this 
easily:     (a)  place  the  ribbon  switch  on  red;     (b)  press  down  the  shift 
lock;    (c)  depress  and  lock  together  the  T  and  Y  keys;  release  them 
when  the  ribbon  is  in  place. 

7c    Thread  the  ribbon  through  any  guides  where  it  comes  off  or  goes  onto 
these  spools. 

8.    Test  the  ribbon  by  winding  it  in  both  directions. 
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FINGER  EXERCISES 

Brief  daily  practice  of  finger  gymnastics  will  strengthen  your  finger 
muscles  and  increase  the  ease  with  which  you  type.     Begin  each  typing 
period  with  this  conditioning  exercise. 


Drill  1.  Clinch  the  fingers 
without  bending  them  at  the 
knuckles.  Hold  the  fingers 
in  this  position  for  a  short 
time;  then  extend  the  fingers 
relaxing  the  muscles  of  the 
fingers  and  hand«  Repeat 
the  movements  slowly  several 
times.  Exercise  both  hands 
at  the  same  time. 


Drill  A.   Interlace  the 
fingers  of  the  two  hands, 
and  wring  the  hands , 
rubbing  the  heels  of  the 
palms  vigorously. 


Drill  2.  Spread  the  fingers 
as  much  as  possible,  holding 
the  position  for  a  moment  or 
two;  then  relax  the  fingers 
and  lightly  fold  them  into 
the  palm  of  the  hand.  Repeat 
the  movements  slowly  several 
times e  Exercise  both  hands 
at  the  same  time. 


Drill  5.  Place  the  fingers 
and  the  thumb  of  one  hand 
between  two  fingers  of  the 
other  hand,  and  spread  the 
fingers  as  much  as  possible. 
Spread  all  fingers  of  both 
hands . 


Drill  3.  Hands  open,  fingers 
wide,  muscles  tense  (as  in 
Drill  2) .     Close  the  fingers 
into  a  tight  "fist"  with  the 
thumb  on  top.     Relax  the 
fingers  as  you  straighten 
them;  then  repeat  the  move- 
ments several  times. 


Drill  6.  Hold  both  hands  in 
front  of  you,  fingers  together. 
Hold  the  last  three  fingers 
still  and  move  the  first 
finger  as  far  to  the  side  as 
possible.     Return  the  first 
finger;  move  the  first  and 
second  fingers  together. 
Finally  move  the  little  finger 
as  far  to  the  side  as  possible. 
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PREPi^RING  TO  TYPE 


Desk  Arrangement 

Set  your  typewriter  in  the 
center  of  your  desk,  very  near 
the  front  edge.     Lay  your  paper 
on  the  left-hand  side  of  your 
typewriter  with  the  long  edge 
of  the  paper  parallel  to  the 
edge  of  your  desk.  Position 
the  material  you  are  going  to 
copy  at  an  angle  on  the  right- 
hand  side  of  your  desk. 


DESK  ARRANGEMENT 


Typing  Posture 

1.    Adjust  your  chair  so  that 
you  can  just  put  your  hand 
between  your  body  and  the 
desk. 


2.     Center  your   body  in  front 
of  the  "J"  keyc 


3. 


Relax  with  your  arms 
hanging  loosely  at  your 
sides . 
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4.     Raise  your  arms  from  the 
elbow  so  that  they  are  level 
with  the  keyboard  c  Your 
wrists  should  be  flat  enough 
so  that  you  can  rest  a  penny 
on  them. 


5.     Your  feet  should  be  placed 
flat  on  the  floor  with  one 
slightly  in  front  of  the 
other. 


Setting  the  Paper  Guide 

1.     Find  the  center  point  on  your  carriage  scale.     On  some  machines  it  is 
clearly  marked  by  a  heavy  vertical  line  or  arrow  similar  to  this 
illustration . 


c 

iiii|iiii|iiii|iiii|iin|iiii|iiii|iiii|iiit|nii 

)      5      10      15     20    25    30    35  40  45  5 

0   55    60    65    70  7 

5    80    85    90    95  10 

D 

2o     If  it  is  not  marked  clearly,   figure  it  out  for  yourself.      It  would  be  the 
center  of  the  total  scale.     For  instance,  what  would  center  be  on  this 
scale  ? 

11  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  II 

0    5     10    15   20  25   30  35  40  45  50  55  60  65  70  75    80  35  90  95  100  105  110  115  120  12513C 
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Did  you:     1.     Divide  the  total  number  of  spaces  (130)  by  2  ? 


65 
2)  130 


The  half-way  point  on  the  scale  is  65.  Therefore  it  must 
be  center. 


65 


3.    Make  a  small  crease  in  the  center  of  the  top  of  the  paper  you  plan  to  use 


CREASE 


4.    Insert  the  paper  in  the  machine  with  the  center  crease  in  the  paper  at 
the  center  point  of  the  carriage  scale. 


1       I  1  \  1  \  \  \  1  f  \  1  \  1  i  \  1  \  1  ^ 

5       10      15     20     25     30     35     40     45     5|0     55     60     65      70     75      80     85      90     95  jOO 


CREASE 
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5o     Move  the  paper  guide  until  it 

touches  the  left  edge  of  the  paper 


Leave  your  paper  guide  in  that 
position.     Check  its  location. 
Your  machine  may  have  an 
indicator  identifying  this  point. 
If  so  you  need  not  go  through 
the  centering  process  on  your 
typewriter  again.     Merely  leave 
the  paper  guide  in  position  and 
insert  your  paper  against  its 
edge . 


PAPER  GUIDE 


Typewriting  20 
Inserting  the  Paper 

1 .     The  paper  guide  should 
be  set  o 


2.  Your  paper  should  be 
placed  sideways  near 
the  edge  of  your  desk. 


3.  Pull  the  paper  bail 
forward  or  up  with 
your  left  hando 


4.    Grasp  two  sheets  of 
paper  in  the  left  hand 
--fingers  on  top  (thumb 
underneath.) 


5o     Drop  the  paper  behind 
the  cylinder  and  against 
the  paper  guide  (notice 
that,  your  thumb  is  now 
facing  you) . 

6.     Twirl  the  right-hand 
cylinder  knob  with  a 
quick  movement  of  the 
fingers  and  thumb.  If 
the  paper  is  not  straight, 
pull  the  paper  release 
lever  forward  and  adjust. 
In  straightening  the 
paper  make  sure  the 
top  and  bottom  edges 
are  even. 


7«    Return  the  paper  bail. 


xvi  -  Introduction 
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Setting  the  Margin  Stops 

Study  the  diagrams  below  to  determine  how  your  margin  sets  operate 


II n  |i/!V^ii ji III jiiii  jiiiij iiiiniii jiiH?yw<^'jiin"jiiri 


HAND-SET 


SPRING  SET 


KEY -SET 


UNDERWOOD 
SELECTRIC 
OLYMPIA 
REMMGTON 


ROYAL 

SMITH -CORONA 


I.B.M. 

UNDERWOOD  ELECTRICS 


1.  Press  the  margin 
set . 

2.  Slide  the  set  to  the 
desired  position. 

3.  Release  the  margin 
set . 


Pull  forward  the  left 
margin  set  and  hold 
while  moving  the 
carriage  to  the 
desired  position. 

Release  the  margin 
set . 

Pull  forward  the 
right  margin  set  and 
hold  while  moving  to 
the  desired  position. 

Release  the  margin 
set . 


Return  the  carriage 
to  the  left  margin. 

Hook  onto  the  margin 
set  by  depressing  the 
margin  set  key. 

While  holding  down 
the  margin  set  key, 
move  the  carriage 
to  the  desired 
position. 

Release  the  margin 
set  key. 

Move  the  carriage 
to  the  right  margin . 
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Planning  the  Margin  Stops 


Example 


lo     Determine  the  length  of  line  to  be  typed. 

You  are  given  the  line  length  in  the  beginning 
lessons o 


Let  us  suppose  you 
are  given  a  50  =  space 
line 


Divide  the  number  of  spaces  by  2. 


50  ^  2  =  25 


3o     Subtract  this  amoxmt  from  the  center  point. 
Set  the  LEFT  margin  stop. 


(Assume  65  is  used  as 
center  point) 

65  -  25  =  40 


Add  the  same  amount  to  the  center  point. 
Add  5  to  allow  for  the  ringing  of  the  bell, 
Set  the  RIGHT  margin  stop. 


65+25+5 


95 


50-SPACE  LINE 


CENTER 
LINE 


c 

40 


25 


X 
65 


25 


95 


LEFT 
MARGIN 


RIGHT 
MARGIN 
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FINAL  COURSE  MARK 


Please  Note: 

If  your  mark  on  the  final  test  is  407o  or  less,  NO  credits 

will  be  given  for  your  year's  work.  Your  final  course  mark 

will  then  be  based  entirely  on  the  final  test. 


A  LESSON  RECORD  FORM  MUST  BE  COMPLETED  FOR  EVERY  LESSON 
SUBMITTED  FOR  CORRECTION,  AS  ILLUSTRATED  BELOW 


A  Lesson  Record  form  with  the  correct  label  attached  must  be  enclosed  with  every  lesson  submitted  for  correction, 
as  illustrated  below. 

Correct  use  of  these  labels  will  ensure  prompt  processing  and  grading  of  your  lessons. 
The  enclosed  Lesson  Labels  must  be  checked  for  spelling  and  address  details. 

Please  advise  the  Alberta  Correspondence  School  promptly  of  any  changes  in  name,  address,  school,  or  any  other 
details  and  we  will  issue  a  revised  set  of  labels.  Your  file  number  is  permanently  assigned  and  must  be  included 
on  all  correspondence  with  the  Alberta  Correspondence  School.  If  the  proper  label  and  Lesson  Record  Form  is 
not  attached  to  each  lesson  as  indicated  it  will  delay  your  lessons  being  processed  and  credited  to  you. 

Lesson  labels  are  to  be  attached  to  the  lesson  record  forms  in  the  space  provided  for  student  name  and  address. 

Check  carefully  to  ensure  that  the  subject  name,  module  number  and  lesson  number  on  each  label  corresponds 
exactly  with  the  lesson  you  are  submitting. 

Labels  are  to  be  peeled  off  waxed  backing  paper  and  stuck  on  the  lesson  record  form. 
Only  one  label  is  to  be  placed  on  each  lesson. 

LESSON  RECOm  FOfWS 


Lesson  Number, 


Module 
Number  (if 
applicable) 

Course  Name, 
and  Number 
Student  File 
Number 


Bar  Code 
(same  inform- 
ation as  above) 


FON  STUDENT  USE  ONLY 

Date  Lonon  Submittad 
Tim»  Spent  on  Lesson 

(H  laM  is  missing 
Of  incorrect) 

File  Numfier 
Lesson  Numbar 

FOR  SCHOOL  USE  ONLY 


Student  name 
and  Address 


When  revised 
labels 

are  received, 
place  the 
correct  new 
labels  on  your 
Lesson  Record 
Forms. 


DO  NOT  MARK  OR  COVER  BAR  CODING. 
CHANGE  OF  ADDRESS 

If  the  address  on  your  lesson  record  form  differs  from  the  address  you  supplied  on  your  registration  application, 
please  explain.  Indicate  whether  the  different  address  is  your  home,  school,  temporary  or  permanent  change  of 
address. 

St.Serv.  3-88 
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LESSON  RECORD  FORM 
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FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(If  label  is  missing 
or  incorrect) 

File  Number 
Lesson  Number 

Student's  Questions 
and  Comments 


a 
< 


<0 
V) 

g  2 

CO  -a 
Z  < 


a.  2 


FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  ._ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


St.  Serv  1-86 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  Is  used. 


Try  to  mall  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 


ADVANCE  NOTICE  CONCERNING  TESTING  AND 
COURSE  EVALUATION 


In  order  to  be  recommended  for  credits  for  this  subject,  you  are  required  to  write  a  supervised  test  set  by 
the  Alberta  Correspondence  School  before  registration  expires.  A  portion  of  the  final  mark  (40%)  will  be 
based  on  your  course  work,  as  evaluated  by  the  teacher  of  the  Alberta  Correspondence  School.  If  the  final 
mark  differs  substantially  from  the  year's  work,  the  teacher  will  use  discretion  in  balancing  the 
composition  of  the  marks  in  order  to  arrive  at  a  fair  assessment  of  achievement  in  the  course.  Appeal 
papers  will  be  available  to  all  students  whose  registration  has  not  expired. 


(a)    Classroom  students: 

Those  who  are  in  attendance  in  school  in  Alberta  and  who  are  supplementing  their  school  programs 
by  taking  one  or  more  correspondence  courses. 

A  student  attending  school  does  not  submit  an  appUcation  for  the  final  test.  Test  papers  are  sent 
automatically  to  the  principal  in  January  and  June  for  writing  before  the  end  of  the  semester  or  at  the 
end  of  August  for  writing  during  the  first  week  of  September  for  summer  school  students.  At  least 
eighteen  satisfactory  lessons,  out  of  the  twenty  to  be  submitted,  must  be  received  by  the  Alberta 
Correspondence  School  before  a  test  paper  is  mailed  to  the  principal.  However,  all  twenty  lessons  should 
be  submitted  before  the  test  is  written,  since  you  will  lose  marks  for  the  course  work  portion  if  only 
eighteen  or  nineteen  lessons  are  submitted. 

The  principal  is  in  charge  of  scheduling  final  tests  and  all  questions  about  scheduling  should  be  directed 
to  the  principal. 

If  a  test  is  not  written  before  expiry  date  of  registration,  the  course  is  considered  incomplete  for  the 
school  year  during  which  the  student  registered. 


(b)    Non-classroom  students: 

Those  who  are  studying  exclusively  by  correspondence,  and  are  not  registered  in  any  subjects  in  an 
Alberta  classroom. 

To  obtain  course  credits,  non-classroom  students  must  complete  all  required  lessons  and  write  the  final 
test  before  expiry  date  of  registration.  Information  about  expiry  dates  is  given  in  the  Information  Bulletin 
which  a  student  receives  before  filing  an  application  for  a  correspondence  course. 

The  application  for  the  final  test  is  sent  out  when  Lesson  14  in  any  subject  is  returned  to  the  student 
and  the  student  submits  the  application  with  Lesson  18.  The  test  is  sent  out  after  eighteen  satisfactory 
lessons,  out  of  twenty  to  be  submitted,  have  been  received  by  the  Alberta  Correspondence  School. 
However,  all  twenty  lessons  should  be  submitted  before  the  test  is  written,  since  you  will  lose  marks 
for  the  course  work  portion  if  only  eighteen  or  nineteen  lessons  are  submitted. 

If  a  test  is  not  written  before  registration  expires,  the  course  is  considered  incomplete  for  the  school 
year  during  which  the  student  registered. 

NOTE:    For  the  purpose  of  writing  final  tests,  students  who  live  outside  Alberta  come  under  the  same 
regulations  as  those  in  category  (b). 
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KEYBOARD  REVIEW 

As  you  type  each  sentence,  think  about  the  specific  letter  and  concentrate 

on  its  location  and  the  reach  stroke.     Use  a  quick,   sharp  stroke «     Use  a 
70 -space  line  and  single  spacing. 

a  All  were  aghast  when  the  arrogant  amateur  asked  acceptance  of  his  art. 

b  Bobby  Barber  hobbled  the  basketball  when  it  bounced  off  the  backboard, 

c  The  crowd  of  screeching  children  chortled  at  the  antics  of  the  clowns, 

d  Deidre  decided  she  didn't  desire  to  attend  the  dance  in  Dudley,  Idaho, 

e  The  eager,  energetic  teen-ager  delivers  the  evening  newspaper  on  time, 

f  Frank  fervently  fancied  frozen  fruits,  fried  fish,  and  flavorful  fowl, 

g  The  girls  garbed  as  ghosts  and  goblins  gamboled  giddily  in  the  garage, 

h  Harriet,  the  hardy  heroine,  was  heavyhearted  when  her  Harold  was  hurt, 

i  Jim  didn't  insinuate;  he  insisted  that  inhibitions  are  insipid  things, 

j  The  jolly  jesters  just  joined  the  juggler  in  a  jovial  game  of  mahjong. 

k  Will  Kathr3m  Kerner  kindly  return  the  keys  to  the  likeable  bookkeeper. 

1  The  lady-killer  lamented  the  listless,  lovelorn  moods  of  his  ladylove, 

m  A  mill  made  a  million  metal  micrometers  to  measure  mechanical  marvels, 

n  Nearby  countries  considered  the  new  nation  a  nonentity  and  ignored  it. 

o  The  outlook  for  the  company's  growth  is  good  if  it  obtains  the  option, 

p  Porter  approved  the  purchase  of  some  apples,  apricots,  and  pineapples, 

q  He  quickly  but  quietly  acquired  the  quality  sequins  at  the  fee  quoted, 

r  Robert  Rohrer  tried  to  borrow  a  brand  new  red  car  for  the  Senior  Prom, 

s  Tuesday  Susan  Simpson  sent  the  shipping  requests  to  Sylvester  Swenson. 

t  Out  of  thirty-two  students,  thirteen  typed  two  perfect  timed  writings, 

u  Ursula  said  the  judge  put  undue  and  unjust  pressure  on  the  upset  jury. 

V  The  very  vigilant  villagers  voted  to  vilify  the  villain  and  his  vices, 

w  Woodrow  Wilson  waited  and  watched  while  the  whole  world  waged  its  war. 

X  Max,  exhibiting  exhaustion,  was  examined  extensively  by  Doctor  Xavier. 

y  The  small  yellow  kitty,  dizzy  from  playing  with  my  yarn,  yowled  sadly, 

z  Zelda,  the  zany  zebra  at  the  zoo,  zigzagged  dizzily  through  the  mazes. 
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ARE  YOU  ONE  OF  THESE  BUGS  WHEN  ERASING? 


Be  sure  your  hands  and  the 
eraser  are  clean.     Erase  the 
error  with  a  light  circular 
motion  "-blow  lightly  as  you 
erase.     Never  moisten  the 
eraser . 


Press  the  margin  release 
key  and  move  the  carriage 
far  to  one  side  so  that  the 
eraser  crumbs  will  not  drop 
inside  the  typewriter. 


The  Typewriter  Blighter 


Roll  the  paper  foward  so  that  the  error  to  be  corrected  is  on  top  of 
the  roll.  Hold  the  paper  against  the  roll  by  pressing  the  paper  with 
your  left  finger  tips. 


Type-ri 


20 


You  raay  use  a.iv  o.ie  of  :-'-6  loUow 
procuction  v.-orr:: 

2.  Eraser  Tape 

3.  Correc:ior.  Fluid 

4.  Correcno-  Device  or:  T;.-: 

(11  availaclei 

Please  r.ote:    Erasi.os:  is  r.o:  oenr.: 


TYPEWRITER  ERASER 

1.  Use  a  :^-pe-."rl:er  eraser,  r.o:  a  pe 

2.  Be  sure  :r.a:  vour  r.ar.ds  and  '..le  e 

3.  Erase  nne  error  -.vi:n  a  sligh:  circ 

4.  Never  moisten  the  eraser. 

5.  After  correcting  the  error,  c.ieck: 


ERASER  TAPE 

1.  Use  vrhite  eraser  tape  or.  -".iiTe  paper  cr.lv.     Z)z  r.z 
use  it  on  newsprir.:  or  colo-ured  paper. 

2.  Use  the  tape  only  if  you  are  gci.ig  :c  :;-*pe  i"er  :.ie 

3.  Don't  use  tr.e  tape  for  more  t.iar.  :r.ree  errcrs  :r.  a 

4.  After  correction,   cneck:     is  tr.e  error  r.idder.  ? 


CORRECTION  FLUID 


1.  Use  v.-r.ite  zl-jld  on  vnite  paper  only.  Do  nc: 
on  nev.-spri.nt . 

2.  Apply  the  fluid  lignrly  am  luiCrily  :c  :ne  cu:l: 
letter  to  be  correcteo.  Do  r.o:  pam:"  :ne  :U 
paper. 


3.  :c  r.c 
correction.     Use  a.n  eraser  i 

4.  Check:     is  tne  error  r^zzen.'? 


The  purpose  of  erasing  is 
to  conceal  :ne  error  = 
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TYPING  ON  LINES 

The  variable  line  spacer  is  used  for  typing  copy  on  a  line»  If  it  is 
depressed  one  can  turn  the  platen  freely »     In  order  to  type  on  lines: 


VARIABLE   LINE  SPACER 


(a)  depress  the  variable  line  spacer. 

(b)  turn  the  platen  until  the  line  just 
disappears  below  the  ali^ment 
scale. 

(c)  Make  sure  the  paper  is  straight 
all  the  way  across. 
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LINE 


(d)    The  typed  material  should  appear 
just  slightly  above  the  typed  line. 


GOOD 


Jeremy  Baker 


POOR 


Jeremy  Baker 


Jeremy  Baker 


Jeremy  Baker 
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Lesson  1 

ASSIGNMENT  l^^^Suhmit  for  Correction 

Insert  this  sheet  in  your  typewriter  and  position  your  full  name  correctly 
on  each  Ime .     You  will  need  to  use  the  paper  release  to  allow  the  paper  to 
be  turned  m  the  machine.    Also,  you  should  move  the  paper  1  de  to  the 
extreme  left  out  of  your  way.  ^ 
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REINSERTION  AND  ALIGNMENT 

You  will  encounter  typing  situations  which  require  you  to  reinsert  your 
paper  after  it  has  been  removed  from  the  typewriter.     This  technique  is  used 
to  restrike  letters  that  did  not  print,  to  make  corrections  not  seen  while  the 
paper  was  in  the  original  typing  position,  and  to    complete  unfinished  typing 
at  a  later  time  c 

The  skilled  typist  can  remove  a  partially  finished  paper  from  the  machine 
and  then  place  it  back  in  the  typewriter  aligning  it  perfectly.     To  do  this, 
follow  these  steps: 

1.  When  removing  a  partly  typed  paper  from  the  machine,  try  to  finish  the 
line  you  are  working  on.    After  re -insertion  you  can  begin  on  a  new  line 
and  it  is  easier  to  get  neat  results. 

2.  Re -insert  the  paper  into  the  machine  and  move  it  to  the  last  typed  line; 
then  depress  the  paper  release  so  that  the  paper  can  be  moved  freely « 

3.  Place  the  paper  in  such  a  position  that  one  of  the  small  white  lines  on 
the  alignment  scale  appears  under  the  center  of  a  small  'i'  or  '1'  or  a 
period.     For  example: 


4.  Be  sure  the  paper  is  straight  all  the  way  across  the  line  on  which  you 
are  lining  up  the  work. 

5.  While  holding  the  paper  firmly  against  the  roller  snap  your  paper  release 
back  into  its  normal  position,  thus  locking  the  paper  in  the  machine. 

6«     Test  your  success  by  putting  the  ribbon  selector  on  stencil  (white)  and 
tapping  a  period  lightly  over  another  period.     You  will  then  be  able  to 
determine  whether  your  paper  has  been  inserted  correctly  or  whether  it 
needs  to  be  shifted  up  or  down. 


ASSIGNMENT  1-B- -Submit  for  Correction 

LINE  40  Copy  the  following  line;  remove  the  paper  from  the  machine; 

re-insert  the  paper  and  type  the  line  again  over  the  original  line. 

We  plan  to  spend  the  summer  in  Mexico. 
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REVIEW  OF  HORIZONTAL  CENTERING 


In  order  to  center  something  on  the  page  you  must  put  half  of  it  on  either 
side  of  center. 


Horizo  ntally 

12345 6A 123456 


center 


Horizontal  Center 


In  Typing  10,  you  learned  how  to  locate  the  center  of  your  paper. 
(On  many  machines  the  center  coincides  with  50  on  the  printing  scale.) 


2  e     Steps  in  Centering 


A  .     Move  the  margins  to  the  outer  edges  of  your  typewriter, 

B.  Clear  Tab  Stops 

C .  Set  one  tab  at  center 

D.  Tab  to  center 

E.  Locate  the  backspace  key.     It  is  usually  found  on  the  left-hand  side 
of  your  machine  marked  either  as 


F.     Spell  the  line  as  you  backspace  once  for  each  two  strokes.    As  you 
backspace,   say  the  strokes  in  pairs.     (Use  the  thumb  to  backspace.) 

For  example,   center  the  following: 


or 


CHESS  AND  CHECKER 


1.  Tab  to  Center 

2.  SAY  the 
letters 
in  pairs 
as  you 

3.  BACK- 
SPACE 
ONCE 
for  each 
pair. 


CH 

ES 

S  space 

AN 

D  space 

CH 

EC 

KE 

R 

;^ 

;v 

CO 

CO 

CO 

Co 

CO 

CO 

CO 

Co 

1 

O 

ft 

ft 

ft 

ft 

ft 

ft 

ft 

ft 

(;> 

Q> 

Q> 

o 

o 

O 

O 

O 

S 

Q) 

Q) 

Q. 

1 

ers  are  ignored 
STOP  BACKSPACING 

Typewriting  20 


Lesson  1 


4.     Type  the  line  at  the  point  at  which  you  stopped  = -Chess  and 
Checker 

5  o     Remove  the  paper  from  the  machine  c 

6»     Check  for  Centers-Crease  the  paper  lightly  in  halfc 


CHESS  AND  CHECKER 
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CENTERMG  COLUMNS 

Jane  Morris  Bowden,  Alberta 

Gerald  Armstrong  Quyon,  Quebec 

Pierre  Dupuis  Blue  Quill,  Saskatchewan 

1.  To  center  a  columnar  exercise  pick  out  the  longest  item  in  each  column » 

In  the  example  the  longest  item  in  column  one  is:    Gerald  Armstrong; 
in  column  two  it  is:    Blue  Quill,  Saskatchewan. 

2.  Decide  how  many  spaces  to  leave  between  columns  — —one  usually  leaves 
five  or  six  spaces. 

3c     Move  the  carriage  to  the  center. 

4.  Backspace  once  for  every  two  spaces  in  the  longest  line. 

Set  left  margin. 

5.  Add  the  same  number  of  spaces  to  the  right  hand  side. 

For  example,  if  center  was  50,  and  you  backspaced  to  35,  add  15 
spaces  to  50  and  set  the  right  margin  at  65. 

^35  50  65 

CO  -H  CO 

6  u  B 

6.  To  get  the  tab  stop,   space  over  ONCE  for  EVERY  letter  and  space  in  the 
longest  line  of  the  first  column  and  add  six  spaces. 

Qerali^AriJi^^ 

ASSIGNMENT  1-C- -Submit  for  Correction 

Center  each  of  the  following  words  single -spaced  underneath  each  other. 
Use  a  half  sheet  of  paper  and  begin  13  lines  from  the  top.     Erase  and  correct 
your  errors. 

Alice  Wilberts 
Edward  Obert 
John  R .  Robinson 
Jane  Lou  Burns 
Josephine  Barclay 
Tom  Maurice  Lambert  son,  Sr. 
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CHECK:    the  letter  "b"  lines  up^ 


(e.g.) 


Alice  Wllberts 
Edward  Obert 
John  R.  Robinson 


REVIEW  OF  VERTICAL  CENTERING 

In  vertical  centering,  we  apply  the  same  principle  that  we  used  in 
horizontal  centering.     That  method  was  called  backspacing.     You  started  at 
the  center  and  backspaced  once  for  every  two  letters  so  that  half  the  material 
was  on  either  side  of  center. 

When  we  apply  that  same  principle  to  vertical  centering,   we  call  it 
BACKROLLING.    You  start  at  vertical  center  and  BACKROLL  once  for  every 
two  lines  of  typing  so  that  half  the  material  is  above  center  and  half  will  be 
below. 

A  .     To  Find  Vertical  Center  on  a  Full  Sheet  of  Paper 


1. 


Mark  vertical  center  with  a 
small  crease  by  folding  a  full 
sheet  of  paper  in  half. 


EDGES  EVEN 


EDGES  EVEN 


PAPER 


2. 


Insert  your  paper  in  your  type- 
writer with  edges  even 
following  the  same  slant-''  as 
shown  in  the  diagram  at  the 
left.     (The  slant  of  the  machine.) 
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Return  your  carriage  two  single 
returns  and  your  small  crease 
should  appear  exactly  at  the 
printing  point.     (Most  machines 
require  two  returns c     If  yours 
is  an  executive  model  it  may 
require  three  or  four  returns  so 
keep  that  in  mind,) 


From  now  on,  you  won't  need  the  crease  because  you  know  how  to  find 
center.    All  you  have  to  do  is  make  your  edges  even  and  return  the  carriage 
twice. 


B .    To  Find  Vertical  Center  on  a  Small  Sheet  of  Paper 

A  half  piece  of  paper  will  not  reach  around  the  paper  bail  in  the  way  that 
the  full  sheet  reaches.     To  find  center  on  a  small  sheet  of  paper,  insert  the 
paper  in  the  machine  and  count  the  total  number  of  returns  on  that  page. 
Divide  that  number  by  two  and  you  have  the  center  point. 

For  example,  if  a  half  sheet  had  36  spaces,  the  center  of  the  paper 
would  be  36      2  =  18  spaces  or  18  carriage  returns. 


18  returns 


center 
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To  Center  Vertically 


Grasp  the  cylinder  loiob  with  the 
left  hand.     Place  the  material  to  be 
centered  on  the  right  hand  side  of 
your  desk. 

On  most  machines,  one  click 
of  the  carriage  return  makes  one 
single  line  of  typing.  However, 
on  some  electric  machines,  it 
takes  two  clicks  of  the  carriage 
return  to  make  one  single  spaced 
line . 


MATERIAL 
TO 
BE 

CENTERED 


Check  Your  Machine       Type  this  line:    It  is  a  warm  day. 

Roll  your  platen  towards  you. 
Count  the  number  of  clicks  in  the 
line.    Did  it  take  one  or  two  to 
cover  the  typing? 

For  example,  my  machine  has  two  clicks  for  every  line  of  typing.  When 
I  backroll  the  cylinder  I  have  to  backroll  twice  to  cover  the  line  of  typing. 

It  is  a  nice  day.  Typed  line. 

Ti.       ^  Qj^g  backroll  does  not  cover  it. 

Two  backrolls  do  cover  it. 
Depending  upon  the  type  of  machine  you  have,  try  the  following: 

1.  Go  down  to  the  center  of  your  paper  (that  is,  edges  even  plus  two  returns). 

2.  Backroll  once  for  every  two  lines  of  typing.     (Backroll  one  for  twoc) 

This  is  an  invitation 

to  the  annual  convention.  one  backroll  (on  most  machines) 

of  the  Alumni  Association 

of  the  University  of  Alberta.  .  .  .  .one  backroll 
to  be  held  on  March  5 

in  the  Jubilee  Auditorium.  .....  .one  backroll 

in  Calgary,  Alberta  (ignore  single  or  left-over  lines) 

3.  Proceed  to  type  the  above  on  a  40-space  line.    It  need  not  be  centered 
horizontally  as  this  is  merely  a  practice . 


Typewriting  20  -  14  -  Lesson  1 

4e     Remove  your  paper  from  the  machine  c     Check  for  vertical  center  o  Fold 
the  sheet  in  halfo 


This  is  an  invitation 
to  the  annual  convention 

of  the  Alumi  Association    _  _   „    „  „ 

center  ~"~      ~~  ~  ~~  of  "tlEe" University  of  Alberta  crease 

to  be  held  on  March  5 
in  the  Jubilee  Auditorium 
in  Calgary,  Alberta 


ASSIGNMENT  l-P- -Submit  for  Correction 

Center  the  Following  Horizontally  and  Vertically  on  a  full  sheet  of  paper. 
Ignore  errors. 

FOR  SALE 
WEEKEND  PACKSACK 
TELEPHONE  JOE  AT  922-3207 
Try  to  do  it  on  your  own.     If  you  can't,  follow  these  steps: 

Ic     Edges  even  +  2  returns. 

2.  BackroU  once  for  every  two  lines. 

FOR  SALE 

(one  backroll) 

WEEKEND  PACKSACK 

(one  backroll) 
TELEPHONE  JOE  AT  922-3207  (ignore) 

3.  Proceed  to  type  on  that  line  - -backspace  from  center  to  center  each  line. 

4.  Check  for  center. 


FOR  SALE 

center  WEEKEOT)"~PACKSACK  '  ~  crease 

TELEPHONE  JOE  AT  922-3207 
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VERTICAL  CENTERING 


(Alternate  Method) 


1. 

2. 

3. 

4» 


Count  the  number  of  lines  that  the  job  will  occupy. 
Do  not  forget  to  count  the  blank  lines  as  well. 
(In  the  example  below,  the  number  of  lines  would 


A  full  typing  page  usually  has  66  lines,  and  a  half 
sheet  has  33.     Subtract  the  number  of  lines  of  typing 
from  66.     (Example:    66  -  9  =  57) 

Divide  by  two.  (Example:  57  2  =  28  1/2.  Ignore 
fractions:  28) 

Add  one  to  your  answer,  and  start  typing  on  that 
line  from  the  top.     (Example:     28  +  1  =  29.  Start 
typing  on  line  29) 


ALBERTA  CORRESPONDENCE  SCHOOL 


Typing  Courses 


Typing  10 
Typing  10 
Typing  20 
Typing  30 


3  credits 
5  credits 
5  credits 
5  credits 
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ASSIGNMENT  l-E-- Submit  for  Correction 

Using  the  information  on  the  following  page,  prepare  a  "Graduation  Menu. 

1»     Fold  the  paper  in  half  cross -wise  to  make  a  booklet, 

2.     On  the  outside  of  the  booklet  make  an  appropriate  design  or  trace  the 
one  provided  o 


3.     In  the  inside  center  the  "Graduates'  Menu"  attractively.     Center  it 

vertically.     Erase  and  correct  your  errors.     Return  the  carriage  three 
times  after  a  title.     In  this  assignment,  return  the  carriage  three  times 
after  the  title,  "Graduates'  Menu".     Double  space  the  rest  of  the  items. 
Do  not  copy  it  as  it  appears  on  page  20  but  center  each  line 
horizontally. 
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COMMENCEMENT 
FRIDAY,  MAY  1 


fiiside  fold: 


GRADUATES'  MENU 
Friday,  May  1,  19 
Fruit  Cocktail 
Consomme  au  Glenhurst 

Tossed  Green  Salad  with  French  Dressing 

Coq  au  Vin  and  Wild  Rice 

Broccoli  Maple  Carrots 

Pistachio  Parfait 

Tea       Coffee  Milk 
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ASSIGNMENT  1-F- -Submit  for  Correction 

Center  the  following  poem  on  a  full  sheet  of  paper.     Note:    the  left 
margin  should  be  even.     Set  the  left  margin  by  centering  the  longest  line  and 
setting  a  margin  stop.  Type  the  title  in  all  capitals.     Erase  and  correct  your 
errors.  Single  space. 


RE  TURN     THE     CA  RRIAGE 
THREE     TIMES    AFTER    A  TITLE 
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CIRCLING  ERRORS 

Because  you  are  working  on  improving  your  skill,   it  is  natural  for  you 
to  make  errors.     They  should  not  alarm  you.     They  should  assist  you  in 
determining  your  weak  points.     Too  many  errors  show  that  you  are  pushing 
too  hard  for  speed.     Too  few  tell  you  that  you  may  be  going  too  slowly. 
Errors,  therefore,  tell  you  what  kind  of  practice  is  needed- -whether  you  should 
slow  down  or  whether  you  should  speed  up. 

Being  able  to  recognize  errors  is  important.     The  following  exercises 
will  show  you  how  to  count  errors. 

Obtain  a  blank  sheet  of  paper  and  a  pen.     Place  the  paper  over  the 
"Answer"  part,  and  proceed  to  circle  the  errors.     Only  after  you  have 
completed  the  question  may  you  move  your  paper  down  to  check  your  work 
with  the  answer. 

Rule  1 

The  first  rule  is  that  any  misstroke  is  an  error.     Put  a  check  mark 
(  \/  )  above  each  misstroke  in  the  second  line  of  the  two  typed  lines  below. 
(Compare  the  second  line  with  the  first,  which  is  corrects) 

Sue  fed  us  egg  salads  and  Ed  fed  us  turkey. 
Sue  fed  os  egg  salads  and  Ed  fed  os  turkey  j 

Answer 

Sue  fed  ^s  egg  salads  and  Ed  fed  os  turkey'^/ 

Rule  2 

The  second  rule  is  that  you  never  count  more  than  one  error  against  one 
word.     Even  if  a  word  has  many  errors  in  it,   only  one  error  is  counted. 
Put  a  check  mark  above  each  misstroke  in  the  second  of  these  two  lines  of 
typing.     Then  draw  a  loop  around  each  word  that  counts  as  one  error. 

Dad  and  I  aim  to  tame  the  doe. 

Dad  nad  I  aim  to  tmae  the  deo. 


Answer 


Dad(^)l  aim  to  (^^i) 
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Rule  3 

The  spacing  and  punctuation  after  a  word  are  a  part  of  that  wordc  An 
error  in  spacing  or  in  punctuation  is  counted  as  an  error  in  that  word. 

Check- mark  each  misstroke  in  the  second  of  these  two  typed  lines.  Then 
draw  a  loop  around  each  word  that  counts  as  an  error. 

You  see^  he  fell;  he  got  hurt, 

Ycu  see,  he  fell^  he  gothrut^ 

Answer 

You  ^ee^  he  (^eU^  he(^^^^^ 

Rule  4 

Each  word  left  out  is  counted  as  one  error. 

Check-mark  the  misstrokes  and  loop  the  errors  in  the  second  of  these 
two  lines  o 

I  guess  Lisa  is  here;  Jeff  said  she  -^s, 
I  guess  Lisa       here  ;  Jeff  siad  she  isc 


Answer 


Rule  5 


O 


I  guess  Lisa  /\  (here'^j)  Jeff  {siad/ she  is. 


A  repeated  word  is  charged  one  error.  WITHOUT  making  check-marks, 
loop  and  count  the  errors  in  the  second  typed  line. 

I  expeot  to  sell  six  tickets  for  the  play, 

I  expeot  to  slel  sxi  tickets  for  the  the  play. 

Answer 

I  expect  to  ^lel)(s^^ickets  for  the  play. 
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Rule  6 

A  transposition  (typing  words  in  wrong  order)  counts  as  one  error «  Loop 
and  count  the  errors  in  the  second  line  e 

Could  you  pick  up  some  wax  papeVo 

Could  you  pick  some  up  wxa  paper  , 


Answer 


Could  you  pick(some^  up  (wxa)^aper 


Rule  7 


Other  errors  include  (1)  a  stroke  so  light  it  does  not  show  (2)  a  stroke 
so  far  above  or  below  the  line  that  part  of  the  letter  is  cut  off,  and  (3)  a 
word  that  is  not  properly  indented  or  aligned  as  it  should  be.     Loop  and 
count  the  errors  in  the  second  typed  line. 

We  gave  half  to  him  and  half  to  her. 

We  gave  h  If  to  him  ^nd  half  to  her. 


■Answer 


We  gave(h^T^to  him(^nd)half  to  her, 


Rule  8 


If  there  is  an  error  in  spacing,  it  counts  as  an  error  with  the  sentence 
immediately  preceding  it. 

We  took  John  a  small  gift. 
He  told  us  he  liked  it. 


I  liked  it  also. 


We  took  John  a  small  gift. 

He  tlod  OS  he  liked  it, 
I  liked  it  also. 


Answer 


We  took  John  a  small  gift. 
He  (^lod)(ps)he  liked  it.  jCD 


I  liked  it  also. 
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ASSIGNMENT  1-G--Submit  for  Correction 

Loop  THREE  errors  in  each  of  the  following  lines. 


You  h  ave  heardit  said  that  we  shold  do  all 

we  do  just  well  as  we  can.  As  a  rule,  this  is 

quiti  true;  but  ar  times  wi  may  have  to  work  much 

tooo  fast  and  doe  less  than  are  best. 

Most  uf  us  can  do  some  well  things,   but  some 

of  us  have  too  learn  that  at  times  we  will  hav  too 

work  to  fast  to  do  a  top  job.     Theer  is  not  prize 

for  the  peice  of  work  that  is  just  nest  best,  but 
itwill  get  the,  jbo  done. 
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TITLE  PAGES 
A  title  page  should  include  the  following: 

-  the  subject  of  the  report 

-  the  name  and  official  title  of  the 

person  who  wrote  the  report 
•=  the  date  of  the  report 

-  the  name  of  the  company 

This  information  can  be  centered  on  the  page  in  various  formats  of  which  the 
following  is  one  example: 


COOKING  LAKE  MORAINE  STUDY 

By  Fred  Powell 
For  McLean  &  Keams  Consulting 
May  6,  1978 


ASSIGNMENT  1-H- ^Submit  for  Correction 


Prepare  a  copy  of  the  above  title  page.  Use  triple  spacing:  that  is,  put 
two  blank  lines  between  lines  of  typed  copy.     Erase  and  correct  your  errors. 
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PRACTICE  THE  i=^LPHABET] 

You  may  find  the  following  exercises  useful  in  improving  your  skill  at 
any  time  throughout  the  course.     They  include  the  entire  alphabet. 

Some  suggestions  for  practise  are: 

1.  Type  two  lines  of  each  for  those  letters  which  give  you  particular 
difficulty . 

2.  You  may  also  wish  to  use  the  sentences  for  speed  building  practise. 
Take  half  minute  timed  writings  on  each  sentence . 

INDIVIDUAL  LETTER  DRILLS 


THE  LETTER  "A" 

aaa  aid  aaa  all  aaa  alas  aaa  apart  aaa  salad  aaa  appeal  aaa  12 

area  data  aqua  saga  away  gala  papa  aria  Alma  Alan  Adam  Dana  24 

alarm  awake  again  arena  amaze  mania  amass  Allan  Alamo  Carla  36 

adage  adapt  madam  camera  animal  ballad  banana  Havana  Cabana  48 

Many  a  lanky  lad  may  have  a  mania  for  eating  banana  salads.  12 

Alan  may  appeal  to  Havana  again  and  ask  for  Alma's  release.  24 

THE  LETTER  "B" 

bbb  bib  fbf  ebb  fbf  blab  fbf  bride  fbf  blurb  fbr  bubble  bbb  12 

baby  barb  bomb  bobs  bulb  ebbs  bird  bibs  Babs  Abbe  Bobo  Babe  24 

abbot  cabby  bible  bulbs  bobby  nabob  tubby  Barby  Abbey  Debby  36 

lobby  hubby  hobby  rubber  bobbin  ribbon  nibble  babble  Babbit  48 

Big  Bob  bought  Bim  a  rubber  baseball  and  ribbed  basketball.  12 

The  tubby  baby  babbled  as  he  nibbled  a  bit  on  a  rubber  bib.  24 

THE  LETTER  "C" 

ccc  can  dcd  cue  dcd  com  dcd  clock  dcd  click  dcd  clinic  ccc  12 

come  acme  nice  each  acid  face  scar  city  deck  echo  came  Coca  24 

comic  check  crick  cache  coach  crack  civic  cycle  Chick  Chuck  36 

occur  occupy  critic  accept  accord  acceded  accuses  succeeded  48 

Dick  came  back  to  Charles  City  to  accept  the  class  picture.  12 

Chick  and  Chuck  accepted  your  call  to  coach  the  civic  club.  24 

123456789        10        11  12 
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THE  LETTER  "D" 

ddd  did  ddd  dye  ddd  dude  ddd  dried  ddd  idled  ddd  muddle  ddd  12 

died  deed  odds  dyed  duds  dead  adds  idea  lady  done  Body  Dude  24 

dozed  dodge  dread  dandy  faded  aided  ended  ceded  David  Daddy  36 

toddy  caddy  added  middle  ladder  adding  bedded  bidder  kidded  48 

Ed  does  good  deeds  daily  and  draws  due  rewards  by  doing  so.  12 

Dude  dreads  doing  any  odd  jobs  but  he  did  dye  dad's  ladder c  24 

THE  LETTER  "E" 

eee  end  ded  eye  ded  heed  ded  elves  ded  tense  ded  eleven  eee  12 

else  jeep  even  ever  meet  need  edge  eyes  feel  week  Erne  Edie  24 

level  erred  elite  every  elect  exert  eager  defer  refer  scene  36 

eerie  three  agree  coffee  degree  decree  speedy  sleepy  freeze  48 

We  are  eager  to  meet  every  member  before  next  week's  drive o  12 

We  agreed  to  exert  every  effort  to  meet  the  eleven  decrees c  24 

THE  LETTER  "F" 

fff  for  fff  off  fff  buff  fff  fifth  fff  fifty  fff  affair  fff  12 

biff  doff  tiff  tuff  cuff  fife  safe  left  file  life  Fifi  Effy  24 

stuff  bluff  staff  affix  stiff  taffy  affix  forty  Duffy  Cliff  36 

fluff  muffs  offer  office  differ  suffer  effort  baffle  tariff  48 

An  office  staff  often  finds  officials  favoring  free  coffee«  12 

Cliff  offered  Duffy  a  fifth  of  his  staff  for  the  five  days.  24 


THE  LETTER  "G" 

ggg  got  fgf  log  fgf  gong  fgf  going  fgf  soggy  fgf  groggy  ggg  12 

glog  gang  grog  eggs  gags  agog  gage  rigs  grig  Gigi  Gale  Glen  24 

gorge  aging  gauge  gouge  Gregg  grudge  George  granges  eggnogs  36 

foggy  beggar  juggle  bigger  baggage  sagging  suggest  giggling  48 

I  suggested,  long  ago,  that  Guy  give  his  girl  good  luggage.  12 

Gregg's  garage  suggests  that  a  bigger  gauge  be  given  to  us.  24 

THE  LETTER  "H" 

hhh  hot  jhj  the  jhj  high  jhj  which  jhj  hunch  jhj  higher  hhh  12 

shah  hash  halt  hush  nigh  then  what  both  thus  with  Hugh  Hahn  24 

hatch  thigh  shush  harsh  check  might  other  shall  Heath  Helen  36 

hah  though  hurrahs  highly  highest  rhythms  withhold  withheld  48 

What  he  teaches  the  youths  in  school  should  help  the  child,  12 

Hugh  Hahn  might  withhold  both  of  those  checks  when  they  go.  24 
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THE  LETTER  "I" 

iii  ink  kik  did  kik  Mimi  kik  visit  kik  mimic  kik  liquid  iii  12 

into  city  idea  give  iron  fair  hair  wait  inch  itch  Iris  Mimi  24 

civic  livid  limit  idiom  vivid  finis  icing  Miami  India  Dixie  36 

invite  critic  icicle  divide  hiring  inhibit  initial  division  48 

I'm  going  to  visit  a  city  five  miles  this  side  of  the  mill.  12 

Iris  might  invite  you  to  drive  to  the  city  limits  of  Miami.  24 

THE  LETTER  "J" 

jjj  job  jjj  joy  jjj  just  jjj  major  jjj  jewel  jjj  justly  jjj  12 

jobs  jugs  join  ajar  jury  joys  jade  jail  joke  July  John  Jo jo  24 

joint  jelly  judge  jolly  enjoy  joker  juice  Jacob  James  Jerry  36 

jumbo  juster  jurors  unjust  adjourn  journal  jackets  juvenile  48 

James  objected  to  joining  Joe  and  John  on  a  jaunt  to  Japan.  12 

Judge  Jensen,  the  juvenile  judge,  is  just  and  enjoys  jokes.  24 

THE  LETTER  "K" 

kkk  key  kkk  eke  kkk  kick  kkk  knack  kkk  knick  kkk  knocks  kkk  12 

kirk  keys  kink  milk  kiln  junk  like  bake  know  keen  Karl  Kent  24 

kayak  knock  kulak  khaki  kinky  kapok  kayak  Kathy  Karen  Kodak  36 

knife  kicker  kicked  keokuk  minikin  knocker  knuckle  kickback  48 

Ken  knew  Ike  liked  cake  and  asked  Kay  to  bake  it  this  week.  12 

Kaye  and  Karen  would  like  to  pick  up  silky  kapok  in  Keokuk.  24 


THE  LETTER  "L" 

111  lay  111  all  111  will  111  level  111  allot  111  little  111  12 

lull  lilt  loll  lily  fell  bill  sell  mill  well  Lyle  Lola  Lila  24 

alley  local  lilac  legal  label  libel  lowly  ladle  Lloyd  Laila  36 

wills  rolls  shall  knolls  balled  billed  collar  dollar  allows  48 

Life  will  look  small  unless  all  laughs  lead  to  fulfillment.  12 

Lucille  will  allot  twenty  dollars  to  allow  for  legal  bills.  24 

THE  LETTER  "M" 

mmm  map  jmj  jam  jmj  maim  jmj  mimic  jmj  madam  jmj  moment  mmm  12 

moms  mums  mama  item  memo  many  same  much  from  army  Mimi  Emma  24 

memos  maxim  manor  month  mummy  mumps  mamma  comma  Manny  Mamie  36 

commit  common  summer  immune  member  mammal  mammoth  immensely  48 

Many  humans  make  mistakes,  but  mighty  men  emerge  from  them.  12 

Mimi  and  Emma  summoned  me  to  a  manor  for  the  summer  months.  24 
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THE  LETTER  "N" 

nnn  nay  jnj  nag  jnj  nine  jnj  inner  jnj  anent  jnj  winnow  nnn  12 

noun  none  inns  niins  noon  neon  only  anon  name  Nona  Anne  Nina  24 

annex  ninth  linen  onion  union  nylon  unpin  nouns  Ronny  Nonny  36 

ninny  minnow  annual  cannot  manners  canning  connect  annually  48 

Nine  men  and  nine  women  turned  in  money,  but  only  one  wento  12 

I  cannot  name  any  of  the  nine  nuns,  but  Nan  knows  all  nine.  24 

THE  LETTER  "0" 

ooo  oak  lol  own  lol  odor  lol  motor  lol  moron  lol  follow  ooo  12 

door  oboe  cool  took  foot  onto  polo  oleo  moon  ooze  Olaf  Olny  24 

rotor  ozone  solos  odors  polio  color  moose  proof  roost  scoop  36 

cooks  cooler  floors  smooth  cookies  foolish  footing  lookouts  48 

Once  one  often  opens  some  box  of  food,  it  soon  becomes  oldc  12 

Olivio,  our  own  orator,  is  the  proof  of  the  worth  of  colore  24 

THE  LETTER  "P" 

PPP  pay  ;p;  pen  ;p;  prop  ;p;  upper  ;p;  paper  ;p;  prompt  ppp  12 

peep  pope  pups  plop  pipe  pulp  upon  play  keep  copy  Paul  Pepe  24 

puppy  piped  plump  pupil  poppy  pipes  apply  peppy  sappy  Happy  36 

apple  peppy  happy  apply  pepper  zipper  happen  snappy  support  48 

Pop*s  paper  printed  an  appeal  for  help,  and  people  replied.  12 

Pop  was  pleased  to  pay  Pepe  to  copy  his  play  on  pulp  paper.  24 


THE  LETTER  "Q" 

qqq  que  aqa  qui  aqa  quit  aqa  quell  aqa  queen  aqa  quoits  qqq  12 

quod  quad  quen  quid  aqua  quip  quay  quiz  quey  Quin  Quee  Quen  24 

quail  query  pique  quilt  quite  equip  quake  equal  quote  Queen  36 

qualm  quaint  unique  opaque  quarter  banquet  quality  acquaint  48 

Quail  are  quite  quiet  and  quick,  but  Quentin  got  his  quota.  12 

The  queen  sent  Quince  to  Quebec  for  a  quite  unique  quarter.  24 

THE  LETTER  "R" 

rrr  ray  frf  rug  frf  roar  frf  error  frf  carry  frf  repair  rrr  12 

roar  rear  errs  rare  purr  burr  were  over  four  real  Ruth  Rory  24 

rover  refer  recur  error  arrow  brier  drier  prior  order  Perry  36 

marry  barrel  terror  arrive  carrier  berries  arrange  corridor  48 

Three  or  four  girls  were  over  there  right  after  fire  drill.  12 

Prior  to  Rory^s  arrival,  Ruth  arranged  for  an  arrow  target.  24 
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THE  LETTER  "S" 

sss  sue  sws  sis  sws  lose  sws  sales  sws  issue  sws  system  sss  12 

loss  less  sues  uses  sits  sash  sees  sirs  says  miss  Tess  Bess  24 

sales  socks  loses  slash  sense  suits  sizes  guess  asset  Susan  36 

Issue  stress  bosses  assets  assists  success  sissies  sustains  48 

Susan  says  she  is  sure  she  passed  an  easy  test  last  summer.  12 

Yes,  our  losses  from  the  sale  of  socks  and  suits  seem  less.  24 

THE  LETTER  "T" 

ttt  tip  ftf  tot  ftf  mutt  ftf  title  ftf  total  ftf  static  ttt  12 

tots  mitt  that  trot  toot  tote  tent  tact  tots  test  Etta  Toby  24 

Total  truth  trout  trait  taste  teeth  title  tooth  Dotty  Lotty  36 

ditto  totter  tatter  attain  stutter  fitting  letters  attempts  48 

Students  often  forget  to  thank  teachers  after  taking  a  job.  12 

Those  two  tots  took  a  total  of  twenty- two  trout  to  my  tent.  24 

THE  LETTER  "U" 

uuu  use  juj  ups  juj  dual  juj  usual  juj  usury  juj  unused  uuu  12 

used  unto  upon  your  unit  much  four  sure  hour  user  Ulla  Judy  24 

usual  usury  usurp  issue  truly  would  about  could  Trudy  Rudie  36 

union  unused  unless  unduly  unusual  uncouth  mutuals  usefully  48 

Lou*s  house  on  South  Union  mounted  in  value  quite  suddenly.  12 

Trudie  usually  uses  our  units  unless  we  are  unusually  busy.  24 


THE  LETTER  "V" 

vw  vow  fvf  vie  fvf  view  fvf  vivid  fvf  valve  fvf  velvet  vw  12 

void  oven  very  ever  gave  veil  vote  have  vows  five  Vera  Veda  24 

vista  vague  verve  every  never  visit  halve  heavy  Vema  Vicky  36 

Value  vivers  Vivian  valves  visited  revival  vividly  vivified  48 

Vera  visited  Ava*s  villa  and  loved  the  vast  view  very  much.  12 

Vivian  gave  Vickie  a  violet  veil  to  have  for  David's  visit.  24 

THE  LETTER  "W" 

www  why  sws  two  sws  wavy  sws  which  sws  would  sws  wigwam  www  12 

wary  weak  wows  whew  away  when  with  what  owes  wish  Will  Owen  24 

whoop  where  wharf  swish  allow  while  renew  worth  Wally  Wayne  36 

widow  warble  window  wallow  willows  wayward  awkward  withdraw  48 

We  won  a  wide  welcome  when  we  worked  with  worth-while  news.  12 

A  week  on  that  waterway  was  a  worth-while  trip  for  William.  24 
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THE  LETTER  "X" 

XXX  six  sxs  box  sxs  next  sxs  taxes  sxs  index  sxs  extras  xxx  12 

flex  taxi  axis  foxy  axle  oxen  exit  text  axes  exam  Alex  Axel  24 

maxim  sixes  extra  exact  sixty  vexed  waxed  Maxie  Dixie  Xerox  36 

Alex  Cox,  a  Texan,  expects  to  visit  Max  in  Dixie  next  XmaSc  12 

Maxie  expects  sixty  extra  boxes  of  deluxe  texts  next  month c  24 

THE  LETTER  "Y" 

yyy  you  jyj  yet  jyj  year  jyj  yearn  jyj  yards  jyj  heyday  yyy  12 

yawn  your  type  many  days  yard  duly  city  duty  easy  Yule  Yale  24 

youth  dryly  shyly  slyly  mayor  study  style  yield  Young  Royal  36 

windy  mayfly  typing  yearly  pyramid  tyrants  loyalty  synonyms  48 

Every  entry  in  Addy's  diary  displayed  loyalty  to  your  city=  12 

Mayor  Younger  yearns  to  study  about  pyramids  while  at  Yaleo  24 

THE  LETTER  "Z" 

zzz  zip  aza  zone  zzz  zeros  aza  azure  aza  zigzay  zzz  zoo  zzz  12 

zinc  zero  razz  hazy  doze  zoom  size  quiz  jazz  lazy  Zola  Zona  24 

zebra  ozone  amaze  fizzy  dozen  dozed  razor  prize  Dazzy  Lizzy  36 

dizzy  sizzle  puzzle  muzzle  citizen  realize  dazzled  quizzing  48 

Zeke  was  amazed  at  the  size  of  the  dozen  zebras  in  the  zooo  12 

Zo  was  amazed  and  dazzled  by  the  size  of  the  puzzle  prizes.  24 
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ASSIGNMENT  1- 1- -Submit  for  Correction 

Set  up  the  following  as  in  the  illustration  on  page  31  of  this  lesson.  It  is 
to  be  a  five-minute  timing  and  is  to  be  double  spaced e     An  acceptable  or 

VALID  timing  will  have  no  more  than  four  errors.     Have  a  second  sheet  of 
paper  ready  in  case  you  have  to  change  pages  during  the  timing  (you  may  add 
eight  words  to  your  gross  word  count  if  you  change  the  paper  during  the 
timing.)    Aim  for  a  minimum  speed  of  30  words  a  minute  in  this  lesson. 
Calculate  your  speed  and  circle  your  errors.     Use  a  70- space  line.  Submit 

three  VALID  timings «     Please  note:     The  following  has  been  printed  with  an 
even  right  margin.     Your  typed  work  will  look  like  the  next  page. 

LINE  70 
SPACING  2 

What  are  some  of  the    criticisms   that  are    frequently  made  of  the  13 

new  office  employee?  An  executive  of  an  insurance  firm  said  that  nearly  27 

ninety  per  cent  of  all  the  new  workers  they   hired  were  poor  spellers.  41 

He  stated,  too,  that  most  of  these  new  employees  had  poor  vocabularies.  55 

Another   common   fault   was   that  many   young  workers  often  did  not  do  a  69 

fair  day^s  work  for  a  fair  day*s  wage.    There  is  no  secret  to  success.  83 

Success  is  the  result  of  doing  more  than  is    required  by  the  immediate  97 

task.  It  has  frequently  been  said  that  the  employee  who  never  does  any  111 

more  than  he  gets  paid  for,    will   never  get   paid   for  any  more  than  he  125 

does.  126 

Other  employers  said  that  many  new  typists  did  not  know  how  to  use  139 

a  dictionary,    that   they  did  not   proofread   all  work   carefully  before  153 

giving  it  to  the  employer,  that  they  did  not  have  good  work  habits,  and  167 

that  they  often  did  not  take  pride  in  a  job  well  done.  Employers  stated,  181 

too,  that  new  typists  had  poor  tabulating  skills,  and  did  not  recognize  195 

the  need  for  good    English   skills.       These  men  said    that    they  did  not  209 

expect  the  young  office  employee  to  have    all    the  qualities  needed  for  223 

good  job  performance,  but  they  would  be  happy  if  he  had  some  of  them.  237 
1        2        3        4        5        6         7         8        9        10      11      12      13  14 


Typewriting  20  -   31  - 

FIVE-=MINUTE  TIMING 

ASSIGNMENT  1~I,  page  30 


Lesson  1 

Susan  Moe 


What  are  some  of  the  criticisms  that  are  frequently  made  of  the 
new  office  employee?    An  (execut^ie^of  an  insurance  firm  said  that  nearly 
ninety  per  cent  of  all  the  new  workers  they  hired  were  poor  spellers. 
He^tateT)  too,  that  most  of  these  new  employees  had  poor  vocabularies. 
Another  common  fault  was  that  many  young  workers  often  did  not  do  a 
fair  day's  work  for  a  fair  day*s  wage.     There  is  no  secret  to  success. 
Success  is  the  result  of  doing  more  than  is  required  by  the  immediate 
task.     It  has  frequently  been  ^lad) that  the  employee  who  never  does  any 
more  than  he  gets  paid  for,  will  never  get  paid  for  any  more  than  he 
does. 

Other  employers  said  that  many  new  typists  did  not  know  how  to  use 


a (dis t ionaryT)  that  they  did  not  proofread  all  work  carefully  before 
giving  it  to  the  employer,  that  they  did  not  have  good  work  habits,  and 
that  they  often  did  not  take  pride  in  a  job  well  done.     Employers  stated. 


(Now  indicate  your  score  in  the  right  margin  as  shown  here.)— 
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PLEASE  REMEMBER!! 


1.  JOB   INSTRUCTIONS  are  clearly  given  at  the  beginning  of  each  job. 
READ  these  instructions  very  carefully.     STUDY  each  job  BEFORE 
typing. 

2.  SET  UP  your  five-minute  timings  according  to  the  EXAMPLE  on  page  3^ 

of  this  lesson.  Remember:  a  valid  timing  is  one  within  the  error  limit. 
For  these  early  lessons  the  error  limit  is  four  errors  in  five  minutes. 

3.  IF  YOUR  SPEED  exceeds  50  wam  you  will  need  two  sheets  of  paper  for 
your  five-minute  timings.     Always  have  a  second  sheet  of  paper  ready  to 
insert  IMMEDIATELY.     You  may  add  eight  words  to  your  speed  for 
inserting  a  second  sheet  of  paper. 

Calculations  must  be  shown  at  the  end  of  the  timing.     SEE  EXAMPLE  on 
page  34  of  this  lesson. 

5o     For  these  early  lessons,  the  error  limit  is  four  errors  in  five  minutes 
with  a  minimum  speed  of  30  words  a  minute. 

6.  Send  in  the  Assignment  Check  sheet(s)   with  each  lesson. 

7.  Each     exercise  and  job  must  be  on  a  separate  page.     Please  label  each 
page  with  your  name  typed  in  the  upper  right  corner  and  the  job  or 
exercise  number  typed  in  the  upper  left  corner.     See  the  EXAMPLE  on 
page  U  of  this  lesson.     (You  may  omit  typing  the  lesson  and  course 
number  on  each  page.) 

8.  Strikeovers  and  corrections  are  NOT  permitted  in  timings. 

9.  Count  ALL  errors  —  do  not  use  the  cut-off  method. 
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ASSIGNMENT  CHECK  (V) 

Check  each 

of 

the  following  as  you  insert  it  in  the  envelope  for  mailing. 

ASSIGNMENT 

1= 

A- 

-typing  on  lines,  page  6 

ASSIGNMENT 

1- 

B- 

-reinsertion,  page  7 

ASSIGNMENT 

1- 

C- 

-centering,  page  10 

ASSIGNMENT 

1- 

D- 

-centering,  page  14 

ASSIGNMENT 

1- 

E- 

-Graduation  menu,  page  16 

ASSIGNMENT 

1- 

F- 

-centering  a  poem,  page  18 

ASSIGNMENT 

1- 

G- 

-circling  errors,  page  22 

ASSIGNMENT 

l_ 

H- 

-Title  page,  page  23 

ASSIGNMENT 

1- 

I-- 

Three  5- minute  timings,  page  30  -  all 
three  timings  MUST  be  valid 

NOTE:  Send  in  the  above  assignments  only. 

Do  not  send  in  any  lesson  notes. 

CHECK:         Did  you  type  your  name  and  assign- 
ment number  on  all  assignments?  Do 
this  in  future  lessons  too. 


End  of  Lesson  1 


i 


i 


TYPEWRITING  20  QUESTIONNAIRE 

Please  complete  this  form  and  return  it  with  your  first  lesson 
NAME:  FILE  NO:  ____________ 


ADDRESS:  BIRTH  DATE 


POSTAL  CODE:    PHONE  NO:  HOME 

WORK/SCHOOL: 


1.     (a)     What  mark  did  you  get  in  Typewriting  10 


(b)     When  did  you  complete  Typewriting  10?  19_ 


(c)     Did  you  take  it  for  3  or  5  credits?  _____  credits 


2.     What  kind  of  typewriter  are  you  using? 

(a)  Make  or  model 

(b)  Manual  or  electric 

(c)  Old  or  new  (less  than  5  years) 

(d)  Does  it  have  a  tabulator? 


3.     Why  are  you  taking  this  course? 


^.  Occupation: 


If  a  school  student,  name  of  school 


Signature 


LESSON  RECORD  FORM 


2565  Typewriting  20 

Revised  87/03 


FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(If  label  is  missing 
or  incorrect) 

File  Number 
Le<5fion  Number 

Student's  Questions 
and  Comments 


CO 
(O 
<D 

(0  "a 
Z  < 


I  « 

a.  2 

J  8 


^  8 


FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


St.  Serv.  1-86 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  In  one  subject  at  the 
same  time. 
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Supplement 


SPECIAL  CHARACTERS 

Some  of  the  following  characters  will  not  appear  on  your  typewriter  .  In 
order  to  make  them,  follow  these  directions: 

Equal  si^  6-2  =  4 

Type  the  hyphen;  backspace;  use  the  line  space  release;  roll  the  paper 
down  slightly;  type  the  hyphen  once  more « 


Minus  sign  4  =  1  =  3 

Type  the  hyphen  with  a  space  before  and  after. 

+      Plus  sign  4  -h  1  =  5 

Type  the  hyphen,  backspace;  roll  the  paper  upward  slightly,  type  an 
apostrophe . 

X      Multiplication  sign  4x2-8 
Type  the  small  "x"  with  a  space  before  and  after  it„ 

^      Division  sign  4^2  =  2 

Type  the  hyphen  lightly;  backspace;  type  the  colon  lightly. 

°      Degree  Sign  latitude  15°;  35°  C 


Roll  the  paper  downward  slightly;  type  the  small  "o". 


Ditto  January  10 

15 

Use  the  quotation  marks  c 

the 

J    Caret  I  saw /girl 

Type  the  diagonal;  backspace;  type  the  underscore. 


Typewriting  20 


-  2  - 


Supplement 


)  Divide  into  45)  5680 

Type  the  right  bracket;  turn  down  the  paper  slightly  and  type  the 
underscore « 

sj  Square  root  v/ 

Type  the  lower  V;  backspace  and  type  the  diagonal  roll  down  the 
paper  and  type  the  underscore. 

(  Left 
(  brace 

Two  left  parentheses,  typed  one  above  the  other. 

)  Right 
)  brace 

Two  right  parentheses,  typed  one  above  the  other. 

L  Pound  Sterling 

Type  the  capital  L  and  then  type  the  small  letter  /  over  top  of  it. 

/_  Square  Bracket 

Type  the  diagonal;  backspace  and  type  an  underscore;  backspace 
again  and  roll  the  platen  towards  you  and  type  the  top  underscore. 

!  Exclamation  Mark 

Type  the  apostrophe;  backspace  once  and  type  the  period. 
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E  USE  ON  ALL  ASSIGNMENTS  EXCEPT  TIMINGS 


A  dirty  little  poet  from  Nome 
received  this  message  from  home, 
"The  mistakes  are  a  fright 
in  the  odes  that  you  write, 

Please  erase  neatly  to  clean  up  your  poem." 


i 
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RULES  FOR  SPACING  WHEN  USING  THE  PERIOD         designates  a  space) 


1»     Two  spaces  follow  the  period  at  the  end  of  a  sentence. 
It  was  nice.  MWe  walked. 

2.  One  space  follows  the  period  at  the  end  of  an  abbreviation  within  a 
sentence . 

Mrs.^Jones  went  home, 

3.  No     space  follows  a  decimal  point. 

There  was  32.5  am  left  on  the  bolt  of  cloth. 

4«    There  is  no  space  after  the  period: 

when  the  period  is  followed  by  a  closing  quotation  mark, 

When  asked  if  she  planned  to  attend,  Mrs.  Wilson  simply  said  "No.  " 

or  when  the  period  is  followed  by  a  closing  parenthesis, 

(Aotualli/j  I  was  unable  to  attend. ) 

or,   when  the  period  is  followed  by  a  comma. 

Mr.  Wilkes  likes  to  stay  in  Vancouver ,  B.  but  his  permanent  residence 
is  Penticton. 

5.    There  is  no  space  following  a.  or  p.  in  a.m.  and  p.m. 
RULES  FOR  SPACING  WITH  OTHER  PUNCTUATION  MARKS 

1.  A  comma  is  placed  immediately  after  the  last  letter  in  a  word  and  is 
followed  by  one  space . 

If  it  is  too  cold  on  the  lake  and  the  sun  sets^ihse  may  have  an  indoor 
barbecue. 

2.  Leave  two  spaces  after  a  colon  in  a  typewritten  line. 

Bring  the  following skate s^  scarf ,  and  gloves. 

3.  No  space  follows  a  colon  in  expressing  time. 

We  must  leave  at  12:30  a^m. 
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4c     Space  two  times  after  a  question  marko 
Where  are  you  going?Mls  it  necessary? 

5.  There  are  no  spaces  before  or  after  the  apostrophe  when  it  is  used  to: 

(a)  form  contractions:  wouldn^t 

(b)  form  plurals  of  figures:  2^s 

(c)  form  possessives:  Lesley's 

One  space  precedes  the  apostrophe  but  no  space  separates  it  from  the 
following  symbol  when  it  is  used  to: 

(a)  indicate  the  omission  of  figures  in  dates:    class  of  '76 

(b)  act  as  a  single  quotation  mark: 

"Tanned  skin  became  a  'must'  about  ten  years  ago." 

There  is  no  space  before  the  apostrophe,  but  it  is  followed  by  one  space 
when  it  is  used  to  represent  feet. 

The  room  was  8'ifby  12 '§6", 

6 .  One  space  is  left  before  the  opening  quotation  mark  and  one  space  is 
left  after  the  closing  quotation  mark  when  it  is  included  in  a  sentence. 

Many  beginners  think  they  can  "steal  a  look"  at  the  work  in  their 
machine. 

7.  When  the  closing  quotation  mark  is  used  with  a  period  or  a  comma,  the 
period  or  the  comma  is  always  typed  before  the  quotation  mark. 

It  is  essential  that  one  learn  to  type  by  "touch, " 

She  was  called  "petite^  "  which  means  that  she  was  only  about  five  feet 
high  in  her  shoes, 

8.  When  two  or  more  punctuation  marks  immediately  follow  one  another,  no 
space  is  placed  between  them. 

"Bo,  "  he  said, 

9.  The  hyphen  is  typed  with  no  spaces  before  or  after  it. 

non-stQ-p 


Two  hyphens  with  no  space  before  or  after  them  are  used  for  a  dash. 
We  should  spend  a  long  time—two  months — on  this  project. 
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The  hyphen  key  is  usually  used  at  the  end  of  typed  lines  to  show  the 
division  of  words  . 

Read  the  following  oare fully  and  then  oom- 
plete  the  exerdse. 

10.     One  space  is  left  before  the  opening  brackets  and  one  space  is  left  after 
the  closing  brackets  when  it  is  included  in  a  sentence. 

He  piloted  the  plane  (non-stop)  from  Edmontons  Alberta  to  Amsterdam^ 
Holland, 

11  o     The  underscore  does  not  extend  under  a  punctuation  mark. 
I  have  not  vead  the  new  hook^  Zorba. 

12.  One  space  precedes  and  follows  a  fraction  used  in  a  sentence: 

Yes^  2  is  h  of  8. 

No  space  separates      or  %  from  a  whole  number: 
2k 

There  is  one  space  between  a  whole  number  and  a  fraction  typed  with 
the  diagonal. 

He  gave  hev  QM/S^pounds. 

13.  One  space  precedes  and  follows  the  ampersand  (&) 

Smith  <S  Sons 

14.  There  is  no  space  separating  the  asterisk  from  the  word  to  which  it 
refers: 

a  oonglomerate* 

15.  No  space  separates  the  number  sign  (#)  from  the  figure  following  it: 

take  §32 

16.  No  space  separates  a  figure  from  the  cent  (<p)  sign: 

25<^ 

17.  Leave  one  space  after  the  @  sign. 

We  got  6  orders  §§$1.50. 
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18.  There  is  no  space  between  the  dollar  sign  ($)  and  the  figure. 

We  hope  to  receive  $250.00  by  June. 

19.  There  is  no  space  between  the  figures  and  the   percent   sign  (%). 

50% 

20 o     One  space  follows  the  semicolon  in  the  middle  of  a  sentence. 

He  is  highly  qualified  for  the  job;i^for  example^  he  has  had  ten  years  ^ 
experience  in  the  field. 
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ASSIGNMENT  2-A --Submit  for  Correction 

In  the  answer  column,  circle  the  number  that  correctly  answers  each  of 
the  following  questions. 

1.  How  many  spaces  follow  a  comma  in  the  middle  of 

a  sentence?  0  12  3 

2.  How  many  spaces  follow  a  semicolon  in  the  middle 

of  a  sentence?  0  12  3 

3.  How  many  spaces  follow  a  colon  in  the  middle  of  a 

sentence?  0  12  3 

4.  How  many  spaces  follow  a  question  mark  at  the  end 

of  a  sentence?  0  12  3 

5e    How  many  hyphens  are  used  to  type  a  dash?  0  12  3 

6.  How  many  spaces  follow  a  hyphen  used  in  typing  a  dash?  0  12  3 

7.  How  many  spaces  come  between  the  dollar  sign  ($)  and 

the  following  figure?  0  12  3 

8c    How  many  spaces  come  before  the  apostrophe  (')  ?  0  12  3 

9.    How  many  spaces  come  after  the  apostrophe  (')  before 

a  letter?  0  12  3 

10 »    How  many  spaces  come  between  the  quotation  mark  (") 

and  the  word  it  encloses?  0  12  3 

11.  How  many  spaces  come  after  the  left  parenthesis  ( 

and  before  the  right  parenthesis  )  ?  0  12  3 

12.  How  many  spaces  come  between  the  percent  sign  (%) 

and  the  figure  it  follows?  0  12  3 

13.  How  many  spaces  come  after  a  colon  used  to  introduce 

a  series?  0  12  3 

14 o     How  many  spaces  come  between  a  whole  number  and  a 

fraction  typed  with  the  diagonal  ( /)  ?  0  12  3 

15.  How  many  spaces  come  between  a  whole  number  and  a 

"key"  fraction  (suchas%)?  0  12  3 

16.  How  many  spaces  come  before  and  after  a  hyphen  used 

to  connect  two  parts  of  a  compound  word?  0  12  3 
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A. 


TABULATING 

(If  your  tabs  are  pre-set,   refer  to  pages  24 
To  clear  Tab  Stops 
lo     Move  carriage  to  extreme  leftc 


25) 


2. 


Depress  Tab  Clear  Key  as  you  pull  the  carriage  all  the  way  to  the 
right  to  remove  all  tab  stops. 


Tab  Clear  Key 


""Tien 


SnuJJi-CoJionjOL  and  Olympi-a  ty,pewAjjLejiA  have,  a  I otaJ.  lab  CJ^qjoa.  Kay,  thxjut 
cA.QXLftA  all  /itop4  at  one.  time. 

B.     To  Set  Tab  Stops 

1.  Move  the  carriage  to  the  desired  position. 

2.  Depress  tab  set  key. 


Tab  Set  Key 
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C  c     Position  of  Key- -Tabulator 


Tab  Bar  Tab  Key 

(Manual)  (Electric) 


Keep  fingers  on  home  row 
Hold  tab  bar  down  with  "j'* 
finger  until  the  carriage 
stops . 


Keep  fingers  on  home  row. 
Hold  tab  key  down  with  the 
little  finger  and  release 
quickly. 


In  this  course,  paragraphs  are  indented  five  spaces .  To  set  tabs  for 
a  paragraph,  tap  the  space  bar  five  times  and  set  a  tab. 
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2.     Depress  Tab  Clear  Key  and  one  tab  will  be  cleared. 
Tab  Clear 


The  position  of  the  Tab  Set  and  Tab  Clear  keys  may  differ  on  some 
machines  but  they  are  clearly  marked. 

Steps  in  Tabulating 

1.     Clear  all  Tab  Stops. 

2c     Set  the  line  length. 

3.  Set  the  Tab  Stops. 

4.  Set  linespace  regulator. 
5  .     Begin  to  type  « 

ASSIGNMENT  2 -B- -Submit  for  Correction 

1.  Clear  the  tabs. 

2.  Set  margins  for  a  50 -space  line. 

3.  Set  tab  stops  every  15  spaces. 

Margin  +15  +15  +15  Margin 

A  V  V  V  ^ 

Tab  Tab  Tab 

4.  Set  linespace  regulator  on  '1'. 

5.  Type  Assignment  2-B  at  the  top  left  of  the  page  and  your  name  at  the  top 
right.     Start  typing  28  lines  from  the  top  of  the  page. 

6.  Single  space  and  double  space  every  three  lines  as  shown  in  the 
assignment . 
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Erase  and  correct  your  errors  c 


Margin 

+  15  Tab 

+  15 

Tab      +  15 

Tab 

A 

V 

V 

V 

low 

lox 

box 

boy 

buy 

guy 

gum 

sum 

o  UIX 

run 

rut 

put 

cut 

cot 

iOt 

111 

kit 

sit 

set 

sat 

bat 

mat 

may 

way 

wad 

pad 

sad 

fad 

dad 

did 

din 

fin 

fit 

hit 

him 

ham 

COLUMN  HEi^DS 
Heads  Shorter  than  the  Columns 

Subject 
Business  Mathematics 

lo  Starting  at  the  beginning  of  the  column,  tap  the  space  bar  once  for  each 
two  letter  or  spaces  in  the  column.  This  will  bring  the  carriage  to  the 
center  point  of  the  column. 

^B^sijig^ss^Jj^^ 

Tap  space  bar 

2.  From  this  point  backspace  once  for  each  two  letters  or  spaces  in  the 
column  head. 

Backspace  once  for  each  two  spaces. 

3.  At  this  point,  type  the  column  head  and  underscore  it. 

4c    Tabulate  to  the  next  column  and  proceed  in  the  same  way  to  center  the 
head  for  the  column  c 


Typewriting  20  -  11  -  Lesson  2 

Practise  centering  the  heads  in  the  following.  Then,  check  your  work  by 
turning  this  page  upside  down. 


OLA.  ^ 


ka^  A^^^^^^  ^°  9-00  am. 


KEY: 


I  I 


9UTqdas|of  * 


02  ojaquiaiAON 


I  i 
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Two-line  Column  Heads 

Avoid  column  heads  that  are  too  wide.     Divide  the  column  head  into  two 
(or  more)  lines,  aligning  the  last  line  with  the  other  column  heads.  Under- 
score all  lines  in  the  head.     Practise  the  following.     Then,   check  your  work 
by  turning  this  page  upside  down 


J^^o^ttJ^^  J.u.tJ^       ^3¥s.9o  U^o.^o 


KEY: 


II  I        j  I 

I        I  I  'I 


1  ' 


1  I 


S  !  I  I 


ipunoHl  puoj  j  ; 

If  >     I  I       .  I 
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Column  Heads  longer  than  the  columns 


Lesson  2 


In  this  case  the  head  is  the  key  line  and  a  tab  stop  has  been  set  for  it . 
Proceed  as  follows: 

Ic     Type  the  head  and  underscore  it. 

2.     Return  to  the  beginning  of  the  head  and  release  the  tabular  stop. 

3c     Tap  the  space  bar  once  for  each  two  letters  or  spaces  in  the  head. 

4c     Backspace  once  for  each  two  letters  or  spaces  in  the  column.     Set  a 
tabular  stop.     This  is  the  tab  stop  for  typing  the  column.     Practise  the 
following.    Then,  check  your  work  by  turning  this  page  upside  down. 


KEY: 


I  I 
'  I 
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TYPING  NUMBERS  IN  COLUMNS 

The  right  side  of  columns  of  numbers  is  aligned o  The  ones  line  up  with 
each  other,  the  tens  line  up,  and  the  decimals  line  upc 

«25 
eOl 
.  19 

Also,  dollar  signs  align.     Usually  the  dollar  sign  is  typed  at  the  top  of 
the  column  only  and  again  after  a  totals  line. 

eg.  $  376.00 

1,278.00 

3,956.76 
$5,610.76 

Note  that  the  dollar  sign  is  typed  outside  the  longest  line  of  figures. 


MOST  TABLES  HAVE  SIX  SPACES 
BETWEEN  COLUMNS. 


ASSIGNMENT  2 -C- -Submit  for  Correction 

Center  the  following  vertically  and  horizontally  on  a  full  sheet  of  paper. 
Return  the  carriage  three  times  after  the  main  heading  and  twice  after  the 
sub-headings.     Single  space.     Put  6  spaces  between  columns. 


WINDOW  ACCENTS 


Sale 

Number 

Size 

Price 

7=96 

41" 

wide  X  63" 

long 

$5.75 

7-95 

41" 

wide  X  81" 

long 

6o36 

7-97 

41" 

wide  X  90" 

long 

6.96 

7-98 

60" 

wide  X  54" 

long 

3,88 

7-99 

60" 

wide  X  72" 

long 

4.28 

7-100 

60" 

wide  X  81" 

long 

4e78 
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ASSIGNMENT  2~D°-Submit  for  Correction 

Center  attractively  on  a  full  sheet  of  paper.     Double  space.     Put  six 
spaces  between  columns. 

ITINERARY  OF  MS.   LEE  LEWIS 

Date  Pes t  inat  ion  Lodging 

1  -     2  Calgary,  Alberta  Caravan  Motor  Hotel 

3-4  Regina,   Saskatchewan  Ramada  Inn 

5  Winnipeg,  Manitoba  Holiday  Inn 

6  -     9  Toronto,  Ontario  Holiday  Inn 


ASSIGNMENT  2-E~-Submit  for  correction 


When  you  are  ready  to  apply  for  a  job,   you  will  likely  begin  your 
search  in  the  Help  Wanted  ads  of  the  newspaper.     The  following  table  has  been 
prepared  to  help  you  when  confronted  with  confusing  abbreviations  in  job 
descriptions.     You  might  want  to  save  this  particular  table  for  future 
reference.     Type  it  in  four  columns  as  shown.     Leave  four  spaces  between 
the  first  and  second  columns,   six  spaces  between  the  second  and  third 
columns,   and  four  spaces  between  the  third  and  fourth  columns.     Use  single 
spacing. 
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KEY  LINE: 

biz,  bus        accounts  receivables  opy?  opty        fee  paid  by  employer 

Center  it  vertically  as  well  as  horizontally  c 


HELP-WANTED  TERMS 


acctg 

account  ing 

min 

minimum 

a  dm 

adminis trat  ive 

N/F 

never  a  fee 

A/R,  A/P 

accounts  receivable. 

fee  paid  by  employer 

payable 

nec 

necessary 

asst 

assistant 

opn 

open 

begnr 

beginner 

opy,  opty 

opportunity 

bfts 

benefits 

org 

organization 

biz,  bus 

business 

ot 

overt  ime 

bkgd 

background 

OJT 

on-the-job  training 

elk 

clerk 

pfd 

preferred 

CO 

company 

PR 

public  relations 

cond 

conditions 

prsn 

person 

corp 

corporation 

R&D 

research  & 

EDP 

electronic  data 

development 

processing 

rel'd 

related 

equiv 

equivalent 

req 

required 

exp 

experience 

sal 

salary 

exec 

executive 

secy 

secretary 

ext 

extension 

skis 

skills 

fn'l 

f  inancial 

sm 

some 

F/P 

fee  paid  by  employer 

sten 

stenographer 

FR 

fund  raiser 

supv 

supervisor 

G/L 

general  ledger 

trng 

training 

gd 

good 

typ 

typing 

HSG 

high  school  graduate 

w/ 

with 

loc 

location 

WP 

word  processing 

Irn 

learn 

warn,  wpm 

words  a  minute 

words  per  minute 


i 
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1 .  Alignment 


(a)    Numbers  and  Money  in  Columns 

The  right  side  of  a  column  must  be  kept  straight. 

Separate  hundreds  from  thousands  by  a  comma,  and 

dollars  from  cents  with  a  decimal  point.     The  $1, 045.50 

dollar  sign  at  the  top  of  the  column  must  align  with  327 .89 

the  dollar  sign  at  the  bottom.     The  total  may  be  set 

off  by  a  single  or  double  line.  $1,373.39 


(b)    Date  and  Time  in  Columns 

Units  and  tens  are  aligned  in  dates.     Hours  and  parts 
of  hours,  or  hours  and  minutes  are  aliped  in  time. 

Leave  Toronto  August  9  09.25 

Arrive  Halifax  "        9  13.00 

Leave  Halifax  August  12  8:40  a.m. 

Arrive  Toronto  August  12  9:45  a.m. 


(c)    Roman  Numerals  in  Columns 

Roman  Numerals  can  be  used  to  enumerate  items  in 

an  outline.    The  numerals  are  then  followed  by  a  I. 

period  and  the  right  side  of  the  column  is  kept  II. 

straight.  III. 


2  o  Fractions 


(a)    If  a  sentence  or  exercise  has  only  the  fractions, 
one -half  and  one -quarter,  use  the  special  keys  on 
your  keyboard. 


(b)    If  other  fractions  occur,   "build"  all  fractions  with 
the  diagonal  keyc 

Leave  a  blank,  in  a  mixed  fraction,  between  the 
whole  number  and  the  fraction. 


3/4  hour 
1/2  hour 

1  1/4  hours 


Typewriting  20 


-  18  ■= 


Lesson  2 


3 .     Superior  and  Inferior  Characters 

Using  the  automatic  line  finder,   raise  or  lower  the  ^ 
typing  position  by  half  a  line  and  type  the  required  footnote 
number  or  lettero  H  O 


4 o     Characters  Not  On  The  Keyboard 

Sketch  these  characters  in  pen  (preferably  black  ink) .  pre'cis 

^9 

cosO 
[1,2,3,4 
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RULES  FOR  WORD  DIVISION 


1.     Don't  divide  if  you  can  avoid  doing  so. 


2.     Don't  divide  any  word  with  fewer  than  six  strokes.  But, 
a  five -letter  word  followed  by  a  punctuation  mark  may  be 
divided,  e.g.  six-ty. 


3.     Don't  divide  a  word  pronounced  as  one  syllable  as  strength^ 
shipped^  or  sprained. 


4.     Don't  divide  a  contraction «     You  can't  divide  aouldn't  or 
wouldn 't. 


5.     Don't  divide  an  abbreviation.    You  can't  divide  P.E,I.  or 
CNR, 


6.     Don't  divide  a  word  unless  you  can  leave  at  least  two 
letters  and  a  hyphen  on  the  first  line.    You  can't  divide 
around    or  aground. 


7.     Don't  divide  a  word  unless  you  can  carry  at  least  three 
strokes  (the  third  one  may  be  a  punctuation  mark)  to  the 
next  line . 


8.     Don't  divide  a  number.     But  an  extraordinarily  long 

number  may  be  divided  after  any  comma  as  22^000-000^000, 

9o     Don't  divide  a  proper  noun.     Do  not  divide  i^obert.  Alberta 
or  England, 

10 o     Divide  at  the  hyphen  in  a  compound  word  such  as  hyper-active. 


i 
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WORD  DIVISION 
ASSIGNMENT  2 -F- -Submit  for  Correction 

Line  50  READ  the  rule  and  the  example.     Then  TYPE  the 

practice  sentences,   single  spacing  them.     Two  lines 
have  been  divided  for  you.     Divide  the  words  in  the 
other  lines  at  the  one  BEST  points     ERASE  your 
errors . 

Type  "Assignment  2-H"  on  line  19  of  a  full  sheet 
of  paper.     Return  the  carriage  three  times  after  the 
title.     Leave  your  line  space  regulator  on  '1'  and 
return  twice  between  each  set  of  lines.     (For  example, 
after  typing  the  four  lines  pertaining  to  Rule  1,  return 
twice  before  typing  the  words  pertaining  to  Rule  2.) 

Rules  and  Exercises 

RULE  1:  Divide  only  between  whole  syllables.     Consult  a 

dictionary  if  you  are  uncertain  regarding  syllabic 
division  o 


g.    prod-uot^   not  pro -duct; 

knowt-edge^    not  know-ledge 


TYPE:  depar-tures^  delin-quent^  oto-suresy  ooimen-surate 

oompo-nents 3  avdt-anche^  aus-picesy  cirovm' stances 
chlorines  hurdened^  neither ^  mustard,  blanket 
roasters,  bitivninouSy  descriptive,  respondents 


RULE  2:  Divide  near  the  middle  of  a  word  if  possible. 

e.g.      piatur-esque ,  not  pic -turesque  . 

TYPEo'  repro-duoe,  satis-fied,  scep-tical,  retrospective 

hypo-dermics ,  repossess,  sand-paper,  re  sub -mitt  ed 
pharmacologists,  procrastination,  inconvenience 
procedures,  proficiency,  resubmitted,  previous 


RULE  3:  Divide  after,  not  within,  a  prefix  such  as  anti-, 

ante-,  be-,  con-,  de-,  ex-,  fore-,  in-,  intro-. 
You  may  write  intro-duoe   but  you  should  not  divide 
the  word  as  in-troduce. 
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anti-dote^  '  de~ frauds  inter^vene^  pre-fer^  in-olude 
forg-Cvey  displace ^  inquiry ^  eonotude^  becomes 
extinct y  forecast ^  introvert ^  forgive ^  delays 


RULE  4:  Divide  before,  not  within,   a  suffix.    A  suffix  is  a 

combination  of  letters  put  after  a  root  word  to  change 
the  meaning  of  the  root.     Common  suffixes  include 
-able 3  -fully y  -ible^  -icle        and  -ing  ,     You  may  type 
wonder- fully i     but  you  should  not  divide  the  word  as 
wonderful-ly . 

TTPE:  absorp-tiony  aggrega-tion^  vulner-dble^  cross-ings 

fictitious^  inexcusable^  grammatical^  ceilings 
collapsible y  harmfully ^  removable ^  circulation 


RULE  5:  Divide  after  a  one=letter  syllable  in  the  middle  of  a 

word  unless  the  syllable  is  part  of  a  suffix.  Thus: 
sepa-rate;  not  sep-arate. 
But:  vis-ible   ;  not  visi-ble* 

TTPE  :  elimi-natedy  annexa-tions s  edi-tors^  expendi-tures 

approximate y  elaborate ,  experiments ^  frivolous 
solitary 3  egotist ,  families ^  enemies ^  gelatin 


RULE  6:  When  two  strongly  accented  vowels  appear  together, 

divide  between  them,  even  though  the  second  one  may 
be  a  one -letter  syllable.     You  may  type  radi-ator  but 
not  radia-tor. 

TTPE:  abbrevi-atedi  retro-active ,  acqui-esce,  strenu-ous 

foliage y  salient ^  society ^  tedious ^  curiosity 
pediatric,  variance^  theory,  tiniest,  situate 


RULE  7: 


Divide  at  the  hyphen  in  a  compound  word. 
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ROW  DRILLS 

Center  the  stroking  action  in  the  fingertips:  keep  your  arms  and  wrists 
quiet  as  you  type  these  specific  row  drills. 

LINE  -  70 
SPACING  -  1 

Home  Row 

gas  lass  falls  salads  all  half  glass  jagged  had  lads  shall  garage  fall 
add  hall  flags  glades  lad  sash  small  flasks  ask  alas  lakes  lashes  glad 
jig  gash  sales  harrass  sad  lags  laugh  dashes  has  hash  flash  ghastly  as 
ash  sags  stall  rajahs  fad  gags  jails  distaff  dad  desk  slack  slash  safe 
All  the  dads  and  lads  drank  half  a  glass  of  ade  and  ate  a  small  salad. 

Top  Row 

rut  were  route  pretty  row  wore  quote  requite  two  trip  tower  wire  youth 
you  quit  putty  writer  pry  type  quite  repute  tip  riper  puppy  typewriter 
ripe  your  queer  quarter  pot  pour  wrote  quiet  toy  prey  upper  tour  trite 
owe  quip  write  troupe  put  true  poppy  turquoise  wit  rope  outer  try  wipe 
You  owe  it  to  yourself  to  tour  the  upper  route  to  see  the  pretty  tree. 

Bottom  Row 

box  moon  cabin  manner  van  move  venom  nuzzle  bomb  nominee  victimize  man 
can  buzz  money  banner  bum  nice  vixen  zombie  baby  vaccine  comedian  mean 
men  comb  crazy  banana  cab  exam  bench  cabman  come  maximum  bonanza  comic 
ban  zone  zebra  bamboo  mom  next  conon  boxcar  name  concave  minimize  camp 
The  vaccine  made  men  cavort  like  crazy  comedians  or  move  like  zombies. 
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ASSIGNMENT  2-G--Submit  for  Correction 

Take  three  VALID  five-minute  timings  on  the  following.     Use  a  7  0- space 
line  and  double  spacing.     Aim  for  a  minimum  speed  of  30  warn  in  this  lesson. 
Please  note  that  the  following  lines  have  been  printed  with  an  even  right  margin 
Your  work  will  not  look  the  same.     Space  correctly  between  words.  Please 
remember  this  in  all  future  assignments. 

LINE  -70 
SPACING  -  2 


A  long-standing  method  of  building  skill  by  means  of  timed  writings  13 

has  been  to  take  a  writing,  to  practice  the  words  that  were  found  to  be  27 

difficult  to  type,  and  then  to  take  the  timed  writing  again.  39 

This  is  still  a  good  plan,  but  a  newer  way  to  build  skill  follows  52 

the  formula  of  pace  setting.  The  typist  tries  to  type  at  a  faster  rate  66 

for  a  short  time;  then,  with  the  new  speed  pace  set,  he  tries  to  reduce  80 

the  errors  that  ordinarily  come  with  the  new  pace.  90 

Set  a  speed  goal  that  is  a  few  words  a  minute  higher  than  the  rate  103 

at  which  you  are  presently  at  ease.    Then,  using  a  one-paragraph  writing ,  117 

take  one-minute  writings  until  you  can  reach  this  goal  with  a  fair  de-  131 

gree  of  accuracy.     Using  the  same  copy,  take  two-minute  writings  until  145 

you  can  reach  and  hold  the  same  goal  for  two  minutes.  156 

After  you  have  maintained  this  speed  for  two  minutes  with  accuracy ,  169 

you  should  use  new  material  and  practice  until   you  reach  your  goal  on  183 

the  new  copy  for  two  minutes.     Use  this  copy  for  three-minute  writings  197 

until  you  can  reach  your  goal,  and  then  repeat  the   process  with  a  new  211 

paragraph.  Follow  this  plan  until  you  reach  your  goal  speed  with  a  fair  225 

degree  of  accuracy  on  a  five-minute  writing.  234 

You  can  now  consider  that  you  have  achieved  the  higher  speed,  but  247 

you  need  to  keep  in  mind  that    skill  wanes  unless  it  is    reinforced  by  261 

practice.      Make  a  point  of  practicing  at  the  new  speed  until  you  feel  275 

completely  at  ease  with  it.     Then  it  is  time  to  push  for  the  next  rung  289 

of  the  skill-building  ladder.      Set  a  new  goal  for  yourself  as  soon  as  303 

you  can;  and  reap  the  rewards  of  better,  faster  typing.  314 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 
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ASSIGNMENT  CHECK  W) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing  c 

ASSIGNMENT  2-A— Spacing,  page  6  _____ 

ASSIGNMENT  2-B™Tabulatipn ,  page  9  ____ 

ASSIGNMENT  2-C— Tabulation ,  page  U  ______ 

ASSIGNMENT  2-D— Tabulation ,  page  15  _____ 

ASSIGNMENT  2-E— Tabulation ,  page  16  '  _____ 

ASSIGNMENT  2-F— Word  Division,  page  20  ____„ 

ASSIGNMENT  2-G--Three  VALID  five-minute  timings,  page  23  _____ 
(A  VALID  timing  has  no  more  than  FOUR 
errors — -corrections  are  NOT  permitted  in 
timings . ) 


End  of  Lesson  2 


i 


PRE-SET  TABULATOR 


Unfortunately,  some  typewriters  do  not  have  tab  clear  and  tab  set  keys 
because  the  tabs  are  already  set.     If  you  have  pre-set  tabs  you  will  take 
longer  to  do  a  table  but  you  CAN  manage  by  using  the  repeat  space  bar  (if 
you  have  one  on  an  electric  machine)  or  using  the  pre-set  tabs  and  the  space 
bar.     Some  typewriters  have  tabs  set  every  6  spaces;  others  have  pre-set  tabs 
every  10  spaces.     For  example,  if  you  have  pre-set  tabs  every  10  spaces, 
your  carriage  might  stop  at  the  following  points: 


You  must  next  determine  at  what  point  the  tab  sets  would  be  if  you  could 
set  your  tabulator.     In  the  following  table,  the  margins  would  be  set  at  21  and 
79  (if  you  are  using  the  typewriter  used  in  the  preceding  example). 


Margin 

-his  Tab 

■his  Tab 

■hie 

Tab 

V 

A 

A 

A 

fur 

fun 

gun 

guy 

buy 

but 

hut 

hum 

ham 

jam 

jaw 

law 

low 

box 

SOX 

six 

mix 

mid 

did 

led 

lad 

fad 

fat 

sat 

set 

pet 

pit 

pin 

kin 

ken 

ten 

tin 

tic 

tac 

tap 

tip 

3  + 

15+3 

+  15+3 

+  16 

+  3 

We  calculate  the  margin  settings  by  adding  the  total  spaces  across  the 
page    3     +    15+3+15+3     +    16+3     =    58    and  subtracting  half 
of  that  number    (58    -r    2     =    29)    from  center  (50)  to  obtain  the  left  margin 
(58     -    29    =    21)    and  adding  half  of  that  nimiber  (29)  to  center  (50)  to  obtain 
the  right  margin    (50    +    29     =  79). 

LEFT  50-'Z^=Z\  RIGHT  50+£q  =  7q 

Then,  determine  the  points  at  which  the  columns  should  begin:  (Write 
down  the  number  on  the  carriage  scale  at  which  each  column  will  begin. ) 

In  our  example,  "fur"  begins  at  the  margin 

"fun"  begins  15  spaces  to  the  right  of  "fur"  21  +  3  +  15  =  39 

"gun"  begins  15  spaces  to  the  right  of  "fun"  39  +  3  +  15  =  57 

"guy"  begins  16  spaces  to  the  right  of  "gun"  57  +  3  +  16  =  76 


Margin 

■his 

Tab 
A 

■his 

Tab 
A 

■hie 

Tab 
A 

fur 

fun 

gun 

guy 

buy 

but 

hut 

hum 

ham 

jam 

jaw 

law 

low 

box 

SOX 

six 

mix 

mid 

did 

led 

lad 

fad 

fat 

sat 

set 

pet 

pit 

pin 

kin 

ken 

ten 

tin 

tic 

tac 

tap 

tip 

1 

0          10  20 

0 

i  =1 

D        io      7^0   '^^o        «lo  \O0 

A 

Margin 

T^s-to 
30  and 
space  o^r 
4  times 

■^to  Margin 
space  over    70  and 

If  you  wish  to  use 

the 

tabulator,  type  the  word  "fur"  at  the  margin. 

Depress  the  pre-set  tab  and,  on  our  example,  the  carriage  will  stop  at  30c 
Then  space  over  9  times  to  the  point  where  the  second  column,  "fun"  should 
begin  and  type  "fun".  For  the  third  colximn,  "gun",  tab  to  50  and  space  over 
7  times;  for  the  fourth  column,  "guy",  tab  to  70  and  space  over  6  times. 


LESSON  RECORD  FORM 


2566  Typewriting  20 
Revised  87/03 


FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(If  label  is  missing 
or  incorrect) 

File  Number 
Le<»on  Number 

Student's  Questions 
and  Comments 


a.  2 

3  R 


FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  „ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2c   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  3 


DELTI  SALES  PERSONNEL 
On  Permanent  Payroll  at  Year's  End 


District 

This  Year 

^2 

Last  Year 

Increase 

Northern 

42 

29 

13 

Edmonton 

75 

70 

5 

Red  Deer 

105 

85 

20 

Calgary 

97 

85 

12 

Southern 

39 

27 

12 

1.  Start  backroUing  from  the  center  of  the  page  as  with  other  tables  and 
backroll  one  space  for  every  two  lines  of  typing. 

2.  There  is  one  blank  line  above  and  one  below  a  solid  underscore  so  for 
backrolling: 


DELTI  SALES  PERSONNEL 
On  Permanent  Payroll  at  Year's  End 


District 


This  Year 


Last  Year 


Increase 


Northern 
Idmonton 
Red  Deer 
^algary 
louthern 


42 
75 

105 
97 
39 


29 
70 
85 
85 
27 


13 
5 
20 
12 
12 


Typewriting  20 


-  2  - 


Lesson  3 


3.  Set  tab  and  margin  stops  as  usual, 

4.  Set  the  right  nriargin  one  space  after  the  last  column  (first  space  after 
"e"  in  "increase")  to  keep  underscores  from  running  into  the  right 
margin . 

5.  Precede  and  follow  each  underscore  line  by  one  blank  space:  single- 
space  before  typing  it  (because  the  underscore  is  actually  the  bottom  of 
a  single  line  of  typing)  and  double  space  after  typing  it . 


On  Permanent  Payroll  at  Year's  End 
 ^  

District  This  Year  Last  Year  Increase 


Remember  to  type  the  line  at  the  foot  of  the  table . 
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ASSIGNMENT  3 -A -—Submit  for  Correction 

Using  the  same  techniques  you  used  on  pages  1  and  2  of  this  lesson, 
center  the  following  on  a  full  sheet.     Erase  and  correct  your  errors.  Put 
six  spaces  between  columns. 


COMMON  METRIC  PREFIXES 

L1 


^2 

Name 

Symbol 

Meaning 

Multiplier 

mega 

M 

one 

million 

1  000  000 

kilo 

k 

one 

thousand 

1  000 

he  cto 

h 

one 

hundred 

100 

deca 

da 

ten 

10 

deci 

d 

one 

tenth  of  a 

0.1 

centi 

c 

one 

hundredth  of  a 

OcOl 

milli 

m 

one 

thousandth  of  a 

OcOOl 

micro 

u 

one 

millionth  of  a 

V 

OoOOO  001 

ASSIGNMENT  3-B--Submit  for  Correction 

Center  the  following  vertically  and  horizontally  on  a  full  sheet  of  paper 
Erase  and  correct  your  errors.  Put  six  spaces  between  columns c 


THE  FAMILIAR  FIVE 


Quantity 


Unit 


Symbol 


Length 
Volume 
Mass 
Time 

Temperature 


metre 
litre 
gram 
second 

degree  Celsius 


m 
L 

g 
s 

o^ 
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ASSIGNMENT  3 -C- -Submit  for  Correction 

Center  and  double  space  between  sections. 


Lesson  3 


METRIC  WINDSPEEDS 


Speed  Strength  Effects 


20  km/h 


21-40  km/h 


41-60  km/h 


light 


moderate 


strong 


Felt  on  face;  extends 
flag;  rustles  leaves 

Raises  dust  and  paper; 
causes  waves  on 
inland  water;  snow 
begins  to  drift 

Moves  large  branches; 
extensive  drifting  of 
snow 


61-90  km/h 


Gale 


91-115  kirJh 


115  km/h 


Storm 


Hurricane 


Breaks  twigs;  makes 
walking  difficult; 
damages  shingles 
slightly;  blowing 
snow;  reduced 
visibility 

Uproots  trees; 
damages  structures; 
driving  is  difficult 

Widespread  damage 
(Seldom  occurs  in 
Canada) 
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ASSIGNMENT  3 °D- -Submit  for  Correction 
Center  and  double  space. 


Lesson  3 


METRIC  MASS  MEASUREMENTS 


Measurement 


mg  (milligram) 
g  (gram) 
kg  (kilogram) 
t  (tonne) 


Use 


prescription  drugs 
packaged  food 
packaged  food 
large  masses 


Example 


300  mg  headache 
tablet 

500  gram  package 
of  potato  chips 

2  kg  and  4  kg  of 
sugar 

1  tonne  truck 


ASSIGNMENT  3 -E- -Submit  for  Correction 
Center  and  double  space  as  indicated. 


METRIC  MEASUREMENTS 


Measure 


Examples 


mm  (millimetre) 
cm  (centimetre) 

m  (metre) 

km  (kilometre) 


A  dime  is  1  mm  thick. 

The  widest  part  of  your 
little  fingernail  is  1  cm, 

A  door  opening  is  about 
2  m  high. 

It  is  7605  km  from 
St.  John's, Newfoundland 
to  Victoria,  British 
Columbia. 
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BOXED  Ti^BLES 


Type  a  boxed  table  just  as  you  would  a  ruled  table .     Type  the  horizontal 
underscores  as  you  go  along.     Put  apostrophes  at  the  point  where  vertical 
lines  should  go.     There  are  usually  five  or  six  spaces  between  columns  so 
type  an  apostrophe  two  spaces  after  the  longest  line  in  each  column  and  put 
two  spaces  after  the  apostrophe. 


e.g. 


Lamb  and    '     Red  currant  jelly     *     Prunes  and  walnuts     *     Potato  casserole 


After  completely  typing  the  table,  remove  it  from  the  machine,  insert 
it  sideways  and  align  the  underscore  with  the  apostrophes. 


e.g. 


Lamb  and     ]     Red  currant  jelly     j     Prunes  and  walnuts     ]     Potato  casserole 
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ASSIGNMENT  3 -F° -Submit  for  Correction 

Center  the  following  attractively  on  a  fall  sheet  of  paper. 


Lesson  3 


WHAT  GOES  WITH  WHAT 


Meat 

Sauces 

Stuffings 

Ac  c  omp  an  imen  t  s 

Beef 

Horseradish 
Mustard 
Brown  onions 
sauce 

Sausage  meat 
Mashed  chestnuts 
Chopped  cooked 
celery 

Yorkshire 
pudding 
Roast  parsnips 
Suet  dumplings 

Lamb  and 
Mutton 

Red  currant  jelly 
Mint  sauce 
Onion  sauce 
Caper  sauce 

Garlic 
Cooked  rice 
Capers 

Rosemary  ' 
Onions 

Suet  dumplings 
Braised  onions 
Potato  casserole 
Onion  casserole 

Pork 

Thin  gravy 
Apple  sauce 
Cranberry  jelly 

Sage  and  onion 
Chopped  apples 
Chopped  raisins 
Celery  and  onions 
Prunes  and  walnuts  ' 

Pease  pudding 
Baked  apples 
Cucumber  salad 
Baked  beans 

Veal 

Thick  gravy 
Tomato  sauce 
Cumberland  sauce 

Lemon  and  thyme 
Cooked  rice 
Diced  ham 
Chopped  parsley 

Bacon  rolls 
Baked  ham 
Risotto 
Noodles 
Spaghetti 
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ASSIGNMENT  3 -G- -Submit  for  Correction 


Lesson  3 


Center  the  following  attractively  on  a  full  sheet  of  paper  o 


LIBERTY  COUNTY 
INCREASE  OR  DECREASE 
GENERAL  GOVERNMENT  PURPOSES 


Li^l  "ivy           T  /^"Kl 

x*  unction 

r%  IIlOUIlI 

x^er  *^ent 
Of 

L  Oudl 

mcrcdtoc  or 
(Decrease) 

0  V  C  r     ±  v7  (  U 

Judicial 

$114,923 

14«89 

($  17,547) 

Elections 

4,  167 

.53 

(  5,491) 

Executive 

70,248  ' 

9.10 

15, 154 

Financial 

137, 160 

17.77 

5,  365 

Other  General 

144, 148 

I8068 

(  3,796) 

Fire 

5 ,  964 

F7  0 

.  To 

2 1 

Other  Protection 

0 ,  loo 

10  0  /1 0 
lo , J4o 

Law  Enforcement 

120,581 

15.60 

6,865 

Correction 

41,583 

5.39 

(  2,850) 

Welfare 

36, 175 

4.69 

(  2,930) 

Conservation  of 
Natural  Resources 

25, 998 

3.37 

5,  504 

Libraries 

46, 142 

5.98 

Other 

21,665 

2.80 

(  103,370) 
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Special  Finger  Drills 

Move  just  the  controlling  finger  as  you  work  toward  eliminating  waste 
motions . 

LINE  70 
SPACING  1 


First  Finger 

rug  bath  tummy  virtue  fry  myth  grave  tyrant  jug  turn  nerve  hurrah  hunt 
hut  baby  front  vermin  bug  high  nutty  future  jar  from  slump  unborn  rung 
tug  burn  funny  number  jam  ruby  myrrh  hungry  hum  thug  every  butter  over 
fur  jury  thumb  murmur  fat  huge  buggy  thrive  gtjm  torn  haunt  grubby  taut 
The  myth  of  the  gray  jugs  turned  out  to  be  a  very  haunting  folk  story e 


Second  Finger 

ilk  dime  tried  decked  die  kite  check  celery  rid  dike  edict  wicker  keep 
did  cede  clock  dickey  lie  keel  cider  bicker  pie  deck  cried  licked  desk 
did  edge  cedar  deride  eke  edit  fried  chided  bed  dice  chick  dieted  sick 
ice  deed  pried  kicked  lid  kill  click  sicken  aid  idea  cheek  kidded  emit 
I  asked  Eric  and  Dick  to  check  the  deed  to  the  edifice  which  dad  drew. 


Third  Finger 

law  wool  looms  season  box  slaw  swoon  xyloid  sox  sway  stoop  loosen  wall 
was  swap  swell  yellow  low  ways  toils  losses  fox  slot  waxes  woolly  loll 
sow  loss  stool  willow  owl  solo  loose  assess  lax  soil  lopes  swords  lost 
wax  slow  swoop  follow  law  soul  slows  woolen  saw  will  soils  hollow  sold 
The  wooden  loom  wove  those  lovely  woolen  sox  in  soft,  lollipop  colors. 


Fourth  Finger 

ape  quiz  apple  pepper  paint  czar  amaze  opaque  qualify  quadruple  quarry 
zip  papa  prize  quaint  poppy  zeal  azure  piazza  pattern  quizzical  appall 
lap  haze  quake  puzzle  pique  raze  papal  quartz  popular  aquaplane  zealot 
pay  aqua  pizza  papaya  parade  quip  zebra  panzer  panacea  apparatus  pagan 
A  quaint  czar  piqued  and  puzzled  the  participants  in  the  papal  parade. 
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ASSIGNMENT  3 -H- -Submit  for  Correction 

Take  three  VALID  five -minute  timings  on  the  following.  Try  to  type  at 
least  30  wam. 

LJNE  70 
SPACING  2 


In  the  typewriting  class  more  than  in  most  other  classes,  you  may  13 

hear  about  using  good  techniques ,  probably  because  skill  in  typewriting  27 

depends  on  the  use  of  good  techniques.  Among  them  are  methods  of  strik-  41 

ing  the  keys,  of  sitting  properly  at  the  typewriter,  and  of  placing  the  55 

copy  where  you  can  easily  see  and  read  it.  If  you  work  on  these  factors ,  69 

you  should  be  able  to  build  a  good,  marketable  skill    and   to  sell  that  83 

skill  if  you  desire.  87 

You  need  more  than  a  high  degree  of  skill  in  typing  to  be  success-  100 

ful,  however.      Maybe  we  should  spend  a  few  minutes  thinking  about  some  114 

of  the  techniques  that  can  lead  to  success  in  other  areas.     What  tech-  128 

niques  do  you  need  to  keep  in  mind?    Let*s  talk  about  two  of  them.  141 

First,  you  need  to  do  your  best  in  everything  you  attempt.     A  job  154 

half  done  is  of  no    value  in  the  class  nor  on  the  job.  Don' t  waste  time  168 

by  doing  an  incomplete  job.  173 

Second,  you  need  to  be  prompt.     Would  you  be  tardy  for  work   time  186 

after  time?     If  so,  you  would  not  have  to  worry  about  it  nor  about  not  200 

doing  your  best  because  you  wouldn't  have  a  position  long.     Your  class  214 

begins  and  ends  with  the  bell,  and  your  work  should  begin  and  end  with  228 

the  bell  also»  Begin  your  preparation  before  the  first  bell,  and  clean  242 

up  after  the  ending  bell.  247 

These  points  should  give  you  a  start  in  thinking  about  some  of  the  260 

techniques  that  lead  to  success  in  typewriting.  270 


1       2        3       4       5        6        7        8       9      10        11       12        13  14 
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.ASSIGNMENT  CHECK  (/) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing  c 

ASSIGNMENT  3 -A --table,  page  3  ____ 

ASSIGNMENT  3 -B- -table,  page  3  ____ 

ASSIGNMENT  3 -C- -table,  page  4  ___„ 

ASSIGNMENT  3-D --table,  page  5  ___ 

ASSIGNMENT  3 -E- -table,  page  5  ___ 

ASSIGNMENT  3 -F- -table,  page  7  ____ 

ASSIGNMENT  3 -G- -table,  page  8  ___ 

ASSIGNMENT  3 -H- -timing,  page  10  ____ 


End  of  Lesson  3 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  Ail  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  In  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  If  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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xxxxxx 

X  X 
X  X 
X  X 

X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 


X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 

X  X 
X  X 
X  X 

xxxxxx 


xxxxxxx 

X  X 
X  X 
X  X 

xxxxxxx 

X  X 

X  X 

X  X 

X  X 


xxxxxxx 

X 
X 
X 
X 
X 
X 
X 
X 


X  X 
X  X 
X  X 

xxxxxxx 

X  XX 
X  XX 
X  XX 
X  XX 


X  X 
X  X 
X  X 
X 
X 
X 
X 
X 
X 


xxxxxxx 

X 
X 
X 
X 
X 
X 
X 
X 


xxxxxxx 

X  X 
X  X 
X  X 

xxxxxxx 

X 
X 
X 
X 


XX 

XX 

X 

XX 

X  X 

X 

XX 

X 

X  X 

XX 

X 

XX 

X 

\  1 

XX 

X 

X  X 

XX 

X 

X  X 

XX 

X 

XX 

XX 

X 

X 

xxxxxxx 

X 
X 
X 
X 

X  XXX 
X  X 
X  X 

xxxxxxx 


Art  typing  is  constructing  large  letters  or  even  pictures 
from  groupings  of  a  typed  character.    The  small  m  or  x  are 
used  frequently,  although  any  letter  may  be  used.  An 
example  of  "reverse  image"  is  illustrated  below: 


immnimmmmninimnimmmninii 


111]  111111  ninmmii 


mm 

ninuniT] 

mm 
mm  mm 

mmmm 

TpihUihl 

TnTrnnrr 
mmmiE 
mmmm 

•  mm  mm 
mm  mm 
mm  mm 
mm  mm 
mm  mm 

iiiiiiiiJiiiMiiiiitiMiihiillliliiiriiitiiii 

mm 

mmm 

mm 

mmm 

mm  mm 
mm  mm 

mm  mmm 
mm  mmm 

mm  mm 
mm 

mm  mmm 
mm  mmm 

mmmmmm 
mmmmmm 

mmm 
mm 

xxxxxx 

X  X 
X  X 
X  X 

"x 
X- 

X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 

$ 

X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 

_x 

X  X 

X  X 

X  X 

xxxxxx 
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LETTERING 

There  is  a  wide  variety  of  lettering  designs »  The  following  are  merely 
suggested  styles  that  are  attractive  and  easy  to  type.  You  can  likely  create 
many  others «    An  S  can  be  typed  as 


ssssss 

s 

s 

ssssss 
s 
s 

ssssss 


ssssss 

s  s 

s 

s 

s 

s 

ssssss 
s 
s 
s 

s  i 

ssssss 


s  s 


5  s 


ssssss 


sssss 


sssss 


ssssssssssssssssssss 
ssssssssssssssssssss 
sssssss  sssssss 
sssssss  sssssss 
sssssss  sssssssssss 
sssssss  sssssssssss 
sssssss  sssssss 
sssssss  sssssss 
sssssssssss  sssssss 
sssssssssss  sssssss 
sssssss  sssssss 
sssssss  sssssss 
ssssssssssssssssssss 
ssssssssssssssssssss 


Here  are  a  few  more  ideas  of  patterns  to  type: 


H 

(  ) 

n 
(  ) 

ii 
(  ) 

11 
(  ) 

H 
(  ) 

H 
(  ) 

)( 
(  ) 

)( 
(  ) 

)  ( 
(  ) 

H 
(  ) 

ft 

II 
(  ) 

n 
(  ) 

K 
(  ) 

)( 
(  ) 

11 
(  ) 

)( 
(  ) 

H 
(  ) 

H 

n 

H 

(  ) 

H 
(  ) 

H 
(  ) 

H 
(  ) 

H 

(  ) 

T( 
(  ) 

n 

n 

H 
(  ) 

H 
(  ) 

"( 
(  ) 

TT 
(  ) 

u 

H 

H 
(  ) 

n 

TT 
(  ) 

IT 

K 

Tc 

(  ) 

~( 
(  ) 

u 

n 

H 
(  ) 

TT 
(  ) 

T( 
(  ) 

II 

n 

TT 
(  ) 

H 
(  ) 

T( 
(  ) 

TT 
(  ) 

s 

n 

JT 
(  ) 

Tc 

(  ) 

H 
(  ) 

H 

(  ) 

TT 
(  ) 

H 

(  ) 

n 

n 

)( 
(  ) 

)( 
(  ) 

)( 
(  ) 

)( 
(  ) 

)( 
(  ) 

)( 
(  ) 

)( 
(  ) 

)( 
(  ) 

)( 

(  ) 

)( 

(  ) 

H 

(  ) 

)( 

(  ) 

)( 

(  ) 

)( 

(  ) 

H 
(  ) 

)( 

(  ) 

H 

(using  brackets  and  underscore) 
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Lesson  4 


(using  brackets  and  underscore) 


o  o  o  o  o 
o 

o  o  o  o  o 
o 

o  o  o  o  o 
o 

o  o  o  o  o 
o 

o  o  o  o  o 

o  o  o  o  o 

o  o  o  o  o 
o 

o  o  o  o  o 
o 

o  o  o  o  o 


o 

o  o  o  o 
ooooo  ooo  o 

o  ooooooo  ooooo  ooo 

ooo  ooooooooo  ooooooo  ooooo 

oo  oooooooooooooooooooooooooooooooo 

ooo  ooooooooo  ooooooo  ooooo 

o  ooooooo  ooooo  ooo 

ooooo  ooo  o 

ooo  o 
o 


(using  capital  'O') 
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Lesson  4 


You  can  spend  many  fascinating  hours  designing  cartoons  on  the  typewriter. 
Cartooning  requires  a  great  deal  of  imagination  and  ingenuity. 


)) 


LJ  1 
)  ( 


(( 


/ 


((())))) 

/  _  ))) 
.    .  )))) 
/  )D)) 


(_/ 

AA  AAAAA 

AAA  AAAAA 
AAAA  AAAAA 


'i    'i  '- 

1  7 


0 


tit 


i — I 


(  ) 


1 1 


xxxxxxxxx 
xxxxxxxxxxxxx 
xxxxxxxxxxxxxxxx 

/  nXXXXXX 

[  jxxxxxx 
  ■  xxxxx 


7 


xxxxx 
xxxxx 

xXXXX 
)  XXX 
XX 
X 

* 
* 


(  ) 


r 


'l 
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USING  GEOMETRIC  FIGURES 


Lesson  4 


It  is  very  easy  to  type  basic  geometric  figures  =  The  following  geometric 
forms  can  be  used  to  type  more  advanced  pictures c 


xxxxxxxMxxx  xMiScSxxxMiSacxx  ^^^SxxMxxxxx^  xxlxx 

xxxxxxxxxxxx  xxxxxxxxxxxxxxxxx  xxxxxxxxxxxxxxx  xxxxxxx 

xxxxxxxxxxxx  xxxxxxxxxxxxxxxxx  xxxxxxxxxxxxxxx  xxxxxxxxx 

xxxxxxxxxxxx  xxxxxxxxxxxxxxxxx  xxxxxxxxxxxxxxx  xxxxxxxxxxx 

xxxxxxxxxxxx  xxxxxxxxxxxxxxxxx  xxxxxxxxxxxxxxx  xxxxxxxxxxxxx 

xxxxxxxxxxxx  xxxxxxxxxxxxxxx  xxxxxxxxxxxxxxx 

xxxxxxxxxxxx  ^      n  xxxxxxxxxxxxxxx  xxxxxxxxxxxxxxxxx 

xxxxxxxxxxxx  Re  c  t  ang 1 e  xxxxxxxxxxxxxxx 

xxxxxxxxxxxx  xxxxxxxxxxxxxxx  _   .  - 

xxxxxxxxxxxx  xxxxxxxxxxxxxxx  Triangle 

Square  Parallelogram 


xxxx 
xxxxxxxx 
xxxxxxxxxx 
xxxxxxxxxx 
xxxxxxxx 
xxxx 

Circle 


These  basic  geometric  figures  can  be  modified  to  form  pictures: 


X  X 
X  X 
X 


xxxxx 
xxxxxxx 
xxxxxxxxx 
xxxxxxxxxxx 
xxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxx 
xxxxxxxxxx  xxxxxxxxxx 
xxxxxxxxxx  xxxxxxxxxx 
xxxxxxxxxx  xxxxxxxxxx 
xxxxxxxxxx  xxxxxxxxxx 
xxxxxxxxxx  xxxxxxxxxx 


Wigwam 


xxxxxxxxxxxxxxxxxx 

XXXXXXXXXXXXXXXX  XX 
XXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXX 


XX 
XX 


XXX 
XXX 
XXX 


XX 
XX 
XX 

X 
X 
X 
X 
X 
X 
X 
X 


xxxxxxxxxxxxxxxxxxxxxxxxx 


House 
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LEADERS 


Leaders  are  rows  of  periods  used  to  lead  the  eye  across  a  comparatively 
wide  space  between  columns.     They  are  used  commonly  in  financial 
statements,  programmes,  tables  of  contents,   menus  or  wherever  the  items  in 
the  first  column  vary  considerably  in  widths 

Leaders  may  be  typed  in  two  styles: 

1 .     Closed  leaders  have  a  period  in  every  space .     Leave  one  space  before 
a  line  of  closed  leaders  and  one  after  it. 


2.     Open  leaders  have  a  space  after  each  period.     Open  leaders  are  less 
solid  in  appearance  and  it  is  more  difficult  to  align  the  rows  of  leaders. 
When  you  type  this  first  row,  note   whether  the  periods  fall  at  odd  or 
even  numbers  on  the  carriage  scale;  then  align  succeeding  rows  in  a 
similar  way.     Leave  one  or  two  spaces  before  a  line  of  open  leaders  and 
one  space  after  it . 


.^$1.98 


Tickets^.  c  0=^^55.00 

Contributions#e   .   .   .   .   .   .   .it^  62.00 

Refreshments^:^;   ./^  71.00 


Hints 


There  should  be  at  least  three  leaders  in  a  line.  Therefore,  you 
should  leave  at  least  five  spaces  for  closeed  leaders, 


Chips  ...  $1.25 


1  2  3  4  5 


and  seven  spaces  for  open  leaders, 


Chocolate 


$1.00 


1 2  3  4  5  6  7 


There  are  two  spaces  between  money  columns. 

Total  Expenses  .  .  .  $31.00 
NET  INCOME  «... 


##$331.95 
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Steps  in  Typing  Leaders 

1.  Set  margins  to  line  length  and  type  first  item  at  the  left  and  one  period. 

Tickets  . 

i— ~  n — - — "1  r~  1 — ~  i  ~i —  I 

30  35  40  45  50  55  60  65  70 

2.  Backspace  from  the  right  margin  to  set  the  tab  stops  for  the  columns « 
(Put  two  spaces  between  columns  of  figures) 

^  backspace 

3.  Backspace  from  the  tab  to  type  the  last  period  in  the  line  of  leaders. 

Tickets  .  .u^tab 

4.  Draw  the  carriage  back  and  type  the  solid  line  of  leaders. 

Tickets  ............  e  

5c     Tab  over  and  type  the  figures. 

Tickets   .  .  .  $55.00 

6.     Continue  the  table,  aligning  the  leaders,  line  by  line. 

Tickets   $55,00 

Contributions   62.00 
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A  SS IGN MEN T  4 -i^  - ° Submit  for  Correction 

Table  with  Leaders --Financial  Reports 

Center  the  following  attractively  on  a  full  sheet  of  paper  using  single 
spacing  and  a  50 -space  line. 


WESTERN  CANADA  SOCIAL  COMMITTEE 

2 


INCOME  AND  EXPENSES 

For  Social,  April  12,  19 — 

3 


INCOME 
f  2 

Ticket  Sales  .................   $443.10 

Refreshment  Sales    59.55 

Total  Sales   $502.65 

3 

EXPENSES 
2 


Band   .  $250.00 

Ticket  Printing  .........ceo..  18c 95 

Decorations                                c ... .  32.00 

Refreshments   31.00 

Total  Expenses   331.95 

2^2   

NET  INCOME    $170.70 
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ASSIGNMENT  4 -B- -Submit  for  Correction 


Center  the  following  attractively  on  a  full  sheet  of  paper  o 
as  shown  o     Use  a  40 -space  line  « 


Lesson  4 

Spread  the  title 


CONTENTS 

INTRODUCTION   1 

PARAGRAPHS  e  „  e  o  1 

I' 

ESSAYS 

1.  Expository  Essay  o ....... .  2 

2.  Descriptive  Essay  .............  2 

3  o     Familiar  Essay  ..........  .  2 

Sxjnnnary  « . . «  2 

REPORTS   ...............  3 

REVIEWS   3 

SPEECHES    4 

DISCUSSION 

1.  Group  Discussion    5 

2.  Panel  Discussion  ..............  6 

3.  The  Debate  ....................  6 

SUMMARY   6 


BIBLIOGRAPHY 


7 
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Lesson 


ASSIGNMENT  4~C --Submit  for  Correction 

Type  the  following  as  a  double -spaced  table  with  closed  leaders.  Use 
full  sheet  of  paper.  Use  a  50 -space  line  and  double  spacing.  Center  the 
table  horizontally  and  vertically.     Erase  and  correct  your  errors. 


ALLOCATION  OF  THE  FIRST  CHARACTER 
OF  THE  POSTAL  CODE 


Newfoundland  (Including  Labrador)  ...»   A 

Nova  Scotia   B 

Prince  Edward  Island   C 

New  Brunswick  ,   E 

Quebec  (Eastern  Area)   G 

Montreal   H 

Quebec  (Western  Area)    J 

Ontario  (Eastern  Area)   K 

Ontario  (South-central  Area)   L 

Toronto  ...........  c   M 

Ontario  (Southwestern  Area)   ....................  N 

Ontario  (Northwestern  Area)   P 

Manitoba    R 

Saskatchewan   S 

Alberta    T 

British  Columbia   V 

Northwest  Territories   X 

Yukon  Territory   Y 
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ASSIGNMENT  4 °D- -Submit  for  Correction 

Center  the  following  attractively- -use  your  own  judgment  in  spacing  and 
line  length e     Use  open  leaders. 

$$$$$$$  $ 

$         $  $ 

$         $  $  $  $  $ 

$         $  $  $ 

$$$$$$$    $$$$$$    $    $$$$$$    $$$$$$  $  $    $$$$$$  $$$$$$$ 

$  $  $    $  $       $  $  $    $  $ 

$  $  $    $  $$$$$$  $  $    $$$$$$  $ 

$  $  $    $  $  $  $  $  $ 

$  $  $    $$$$$$    $$$$$$  $$$$$$$$    $    $$$$$$  $$$$ 


GBANDVIEW  SCHOOL  BOOKSTORE 
School  Supplies 

Ball  Point  Pens                                                                                  o  $  .25 

Ball  Point  Pen  Refills     ....................  ,.39 

Cellophane  Tape  ........................  .59 

Compasses  .   «                             ..................  .39 

Erasers 

Art  10 

Gum   ,10 

Kneaded  Rubber    .10 

Typewriter   .39 

Esterbrook  Fountain  Pen   8.95 

Glue    .                         ......................  .45 

Index  cards  (pack  of  50)     .......                      .......  .65 

Ink  98 

Notebooks                                                                                            .  .89 

Rulers   .39 

Novelty  Items 

Sweat  Shirts     ...................    3.95 

T  Shirts     .....................    1.50 
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ASSIGNMENT  4 °E- -Submit  for  Correction 

Center  this  table  of  contents  attractively.     Use  open  leaders. 


TABLE  OF  CONTENTS 

Part  Page 
UNIT  I— EIGHTEENTH  CENTURY  MUSIC 

1  Johann  Sebastian  Bach                         .........  1 

2  Georg  Friederich  Handel    8 

3  Wolfgang  Amadeus  Mozart    19 

UNIT  II— NINETEENTH  CENTURY  MUSIC 

1  Ludwig  van  Beethoven    ,   27 

2  Guisseppe  Verdi  .....    35 

3  Johannes  Brahms   41 

UNIT  III— TWENTIETH  CENTURY  MUSIC 

1  Aaron  Coplan   46 

2  Howard  Hanson  ...........    49 

3  Walter  Piston                         .......    50 

4  Igor  Stravinsky   53 


Typewriting  20 


-  13  = 


Lesson  4 


ASSIGNMENT  4 -F- -Submit  for  Correction 

POSTAL  CODES:    Begin  typing  "Newfoundland"  12  spaces  from  the  top  of  the 
page.     Use  single  spacing  and  a  58  stroke  lineo     Triple  space  between  each 
province.     Set  a  tab  every  10  spaces.     Circle  your  errors --you  should  have 
no  more  than  three  errors  for  each  province  c     Retype  the  province  if  you 
have  more  than  three  errors. 


Newfoundland 

A2H  2R4  A2H 
AlV  1W5  A2A 
AIN  2C1  AlC 


2M4  A2H  4T1 
2H4  A2A  2K1 
4B5        AlC  2W9 


A2H  2E7  A2H 
A2V  2G6  A2V 
A  IE  1Z2  AlC 


607        AlV  1R4 
2L2        AIN  2B7 
5C5        AlA  1A5 


Nova  Scotia 

B4H  1T7  B4H  3V7  B4V  2K8  B4V  2W3  B2X  1K4  B2X  1E3 

B2Y  2Y5  B2Y  1C9  B3A  2P2  B2W  3E2  B2W  3X9  BIA  3J4 

BL^  2Y2  BIA  4V2  B3N  1H7  B3M  3J3  B3K  4W5  B3H  2T2 


Prince  Edward  Island 

CIA  2C2        CIA  6W5  CIA  5W6  CIA  6H3  CIA  6B8  CIA  6K2 

CIA  2M3       CIA  2L4  CIA  3L4  CL^  4A4  CIA  6S5  CIA  4L1 

CIA  4J2         CIA   1A3  CIA  6N6  CIA  7L4  CIA  7M7  CIA  7K1 


New  Brunswick 

E2A  2G6        E2A  3J8  E3N  2D5  E3N  3G1  E3V  1S5  E3V  3K6 

E3A  2A2        E3A   1W5  E3A   1X5  E3B  4X9  EIC  4J4  ElE  IMl 

E2V  106        E2J  2T3  E2L  2X9  E2J  2W5  EOJ  ILO  EOH  1X0 


Quebec  (Eastern  Area) 

G8B  4J8         G2E  4Y8  G7S  3X7  G8P  2L3  G7G  1Z2  G9T  3Y2 

GIM  1A2       GIX  2M1  G6X  1K2  GIJ  1J6  G5L  2V4  G5R  1Z5 

G8H  203        G4R  4A5  G9N  6Z3  G6G  2S6  G8Y  ISl  G9A  4Z4 


Montreal 

H2S  1A7 
HIP  1S3 
H2K  1J2 


H4G  203 
H2C  2V1 
HIR  2L1 


H2S  1T7 
H4N  2P8 
HIK  2T6 


HIV  2T1 
H4X  1H9 
H4J  2M4 


H3W  106 
H2X  1Y3 
H4G  2B1 


HIS  2V5 
H2T  3V3 
HIZ  2N2 
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Take  three  VALID  five -minute  timings  on  the  following.  Try  to  type  at 
least  35  wam. 

LINE  -  70 
SPACING  -  2 


Discipline!    What  does  this  mean  to  you?    Does  it  have  anything  to  13 

do  with  typing?    I  think  it  does.     Think   about   it    for   a    few  minutes.  27 

Try  to  define  it.     This  is  not  as  easy  as  you  may  think.    Of    the  mean-  41 

ings  given  in  one  dictionary,  it  seems  that  two  of  them  apply  to  typing:  55 

"the  training  that  corrects,  molds,  or  perfects"  and"control    gained  by  69 

obedience  or  training."    Do  you   agree   that  these  ideas    are   related  to  83 

typing?      Just  to  be  sure,  let*s  point  out  a  few  of  the  ways  we  can  tie  97 

typing  into  the  two  definitions.  103 

To  begin,  as  you  were  learning  to  type,  you  had  to  learn  the  loca-  116 

tion  of  each  key.  This  act  molded  the  route  your  finger  took  as  it  typed  130 

the  letter  or  symbol.     As  you  used  the  keys  time  and  again,  you  set  the  144 

responses  firmly  in  mind  and  worked  on  moving  your  fingers    quickly   and  158 

with  little  wasted  motion.    You  tried  to  perfect  your  touch  so  that  all  172 

letters  were  the  same  shade.  You  trained  your  eyes  to  stay  on  the  copy.  186 

You  worked  for  many  hours,  for  many  days,  for  many  months — and  you  should  200 

still  be  working.  203 

Once  you  knew  where  each  key  was,  you   began   to  build   your   skill.  216 

Your  speed  and  accuracy  improved  as  you  worked  on  your  techniques.  229 

By  now,  can  you  see  that  discipline  is  an  active  part  of  typing?  242 
1       2        3       4       5        6        7        8       9      10      11      12      13  14 
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ASSIGNMENT  CHECK  ((X) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT  4 -A --table,  page  8 

ASSIGNMENT  4 -B- -table,  page  9 

ASSIGNMENT  4 -C- -table,  page  10 

ASSIGNMENT  4 -D- -table,  page  11 

ASSIGNMENT  4-E- -table,  page  12 

ASSIGNMENT  4 -F- -postal  codes,  page  13 

ASSIGNMENT  4-G,  three  VALID  five -minute  timings,   page  16 


End  of  Lesson  4 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  Ail  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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DIFFICULT  REACHES 

Type  each  of  the  following  drills  twice  to  help  improve  your  accuracy  o 

LINE  -  70 
SPACING  -  1 

bt      doubt  debtor  subtle  obtain  obtrusion  subtract  indebtedness  undoubtedly 
An  indebtedness  will  cause  more  than  subtle  doubt  among  his  creditors. 

ny      funny  tiny  company  njrmph  penny  nylon  many  anyone  phony  any  brainy  pony 
Anyone  as  brainy  and  funny  as  Penny  would  be  an  asset  to  that  company = 

eb      ebb  debt  ebullient  rebellion  ebon  pebble  debutante  web  debate  debonair 
The  ebullient  debutante  danced  with  the  debonair  lad  in  the  ebon  suit. 

exe    exercise  exert  executive  exemplify  exemption  executed  exemplary  exempt 
Executing  exercises  in  exemplary  form,  the  executive  exerts  no  effort o 

ext    extend  extension  extra  extracts  extreme  exterior  exterminate  extensive 
We'll  extend  extermination  service  to  the  building's  extreme  exterior. 

pop    poplin  poppy  popcicle  populous  popcorn  popgun  popover  popular  apoplexy 
The  youngsters,  covered  with  poplin  aprons,  ate  popcorn  and  popcicles. 

pol    polite  pollinate  policeman  policy  pollution  polio  polish  polar  politic 
The  polite  policeman  discuss  the  pollution  policy  with  the  politician. 

br      brown  bright  bramble  bread  breath  breeze  brought  brave  broiler  brother 
In  February  his  brother  brought  him  brown  bread  and  beans  from  Boston. 

ym       symptom  hymn  rhyming  synonymous  symbol  antonym  gym  journeyman  symphony 
The  S3rmmetry  of  the  gym's  architecture  was  synonymous  with  perfection. 

my       mummy  mystery  economy  myopia  myself  myth  mytosis  myriad  mythical  rummy 
There  were  myriad  solutions  to  the  mystery  of  Tajmyr's  mythical  mummy. 


i 


i 
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PROOFREADING  MARKS 


Lesson 


Sometimes  typed  or  printed  copy  may  be  corrected  with  proofreader's 
marks.     The  typist  must  be  able  to  interpret  correctly  these  marks  in 
retyping  the  corrected  copy  or  rough  drafts 


A     Insert  word 

S  Insert  a  space 
^    Insert  a  space 

Omit  word 
•  •  •  -  No,   don't  omit 

May  also  be  written  in  the  margin 
^  Omit  stroke 


\ 


Change  stroke 


/  Make  letter  small 
=^  Make  all  capitals 
Make  capital 
Indent  5  spaces 
Move  to  the  left 
(^^^^^^^^^^^M        as  shown 
S£  I    Use  single  spacing 

urn  around 
o(s,  j^se  double  spacing 

Omit  space 
Underscore  this 
o  Make  into  a  period 
<^^^^^^^  Don 't  abbreviate 


last 
if  the/time 

and  iljis 

and  i^is 

all  4fee-  paper 

all  -^thf  paper 
all  4he  paper 

alphabetical 

t 
leX 


fand  if  so 
and  [so/  if 


and  if  so 
by  and  by 


by  6  a.^m. 
You  can  type 
T.  Bland,  Jr^r) 
(Prof^  Riggs 
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Lesson  5 


Spell  it  out 
f1  New  Paragraph 
^^i^  ^   No  Paragraph 
^     Insert  a  hyphen 
//  Make  even  left  margin 

/ 


in  (^minutes 


An  early  reply 

^  An  early  reply 

twenty=five 

//We  have  been 
/     by  the 
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USING  PROOFREADER'S  MARKS 

In  the  following  exercise,  use  the  correct  proofreader's  marks  in  the 
column  at  the  right.     The  left  column  tells  you  the  change  that  is  required  c 
The  first  one  is  done  as  an  example  for  you. 


Change  Desired 
1.  Insert  the  word  more. 
2  .     Change  the  word  readnig  to  reading ^ 

3 .  Delete  the  word  usually, 

4.  Show  a  space  in  ofthis, 

5 .  Even  up  the  left  margin 

6.  Write  the  word  think   in  all  capitals 

7.  Show  an  apostrophe  in  the  word  womens, 

8.  Capitalize  the  word  congressional, 

9.  Insert  a  hyphen  in  selfemployed, 
10  e  Indicate  a  new  paragraph 

11.  Use  lower  case  m  History  and  Algebra, 

12.  Indicate  that  the  original  form  (English) 
should  be  used  even  though  a  change 
has  been  indicated. 

13.  Transpose   we  only  to  only  we, 

14.  Use  less  space  between  words 
15  o     Indicate  no  paragraph 


16.     Delete  the  hyphen  in   readily -available 
service. 


Markings 

We  nee d^  help  o 

readnig 

usually 

ofthis 

of 
of 
of 

think 

womens 

congressional 

selfemployed 

We  have  been 

History,  Algebra  and 


^glish 
we  only 
who  will 


things: 


(1)  an  increase 
(2)  shorter  hours 

readily-available 
service 


17.    Indent  10  spaces 


We,  the  undersigned 
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Change  Desired 

18  o     Move  to  the  left 

19  c     Use  double  spacing 

20.  Make  the  comma  into  a  period 

21.  Spell  out  in  full 

22.  Indicate  thsX  fov  Stenographers  and 
Typists   should  be  retained 


Lesson  5 

Markings 

And  if  not  so 

the 

if 

we 

Dr.  Nelson,  Jr, 
10  of  us  will  go. 

Reference  Manual  for* 
StGnographcro  and 
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RULES  FOR  TYPING  FIGURES  OR  WORDS 


RULE  1 


Spell  out  numbers  from  one  to  ten  except  when  used  with 
numbers  above  ten. 


EXAMPLE:  He  bought  53  books  on  fishing,   8  on  hunting  and  33  on  skiing, 


RULE  2: 


RULE  3; 


Always  spell  a  number  beginning  a  sentence  even  though 
figures  are  used  later  in  the  sentence  c 


EXAMPLE:  Ninety-five  complaints  were  received,  but  only  17  letters 

were  answered. 


Asa  general  rule,  spell  the  shorter  of  two  numbers  used 
together. 


EXAMPLE:  We  sent  order  no.  1350  for  nine  20 -gallon  barrels  and 

380  ten -gallon  cans. 


RULE  4; 


EXAMPLE: 


Spell  isolated  fractions  in  a  sentence,  but  type  a  series  of 
fractions  in  figures.    Use  the  diagonal  for  those  fractions 
that  do  not  appear  on  your  typewriter. 

I  have  one  third  of  the  material.  Buy  7/8,  3/5,  l/4,  and 
9  2/3  yards. 


RULE  5: 


Be  consistent  in  style.  If  you  have  to  use  the  diagonal; 
use  it  throughout  a  series  of  fractions. 


EXAMPLE:  Let  us  take  l/2,   3/4,   or  l/3 


RULE  6: 


Use  numbers  in  dates »  Separate  the  day  from  the  year  with 
a  comma. 


EXAMPLE:  The  games  start  August  15,  1978. 


c 


i 
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Lesson  5 


FIGURES  OR  WORDS? 

Carefully  study  the  rules  on  page  6.     In  the  space  underneath  each 
sentence  retype  the  sentence  correcting  any  incorrect  writing  of  numbers 


Ic     Our  centre  plans  to  hold  10  dances  starting  June  fifteenth,  1977 


2.     Seventy-two  people  came  yesterday,  but  only  15  of  them  were  seriously 
intere  sted. 


3.     4  people  asked  for  1/3  of  the  cake. 


4.     The  ten  of  us  spent  all  afternoon  buying  30  books,   6  pens,  and  9  folders 


5.    We  will  probably  require  965  5-pound  bags  and  7  30-pound  bags  by 
Saturday . 


6o     I  can  give  you  5/6,   3/4,   or  7/8  of  a  yardo 
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Lesson  5 


The  carriage  moves  one  space  to  the  left  each  time  a  key  or  the  space 
bar  is  tapped «     Each  tap  moves  the  carriage  exactly  one  space  c     Each  space 
is  the  same  size.  REMEMBER: 


There  are  two  common  sizes  of  typewriter  type --elite  and  pica.  (There 
is  a  new  type  size  as  well  used  by  the  Brother  typewriter  company  which  has 
4  =  5  spaces /cm  o)     On  a  pica  machine  4  horizontal  spaces  require  1  cm;  on  an 
elite  machine  5  horizontal  spaces  require  1  cm.    All  three  machines  have  6 
vertical  spaces  per  2.5  cm. 


Standard  typewriters 
space  uniformly,  as 
though  printing  in 
blocks  on  graph  paper. 


lf|oaaitft?Mdi  m4n  m\\\ 


PICA 


ELITE 


BROTHER 


XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 


cm 


rxxxx) 

XXXX} 
)  XXXX) 
]  XXXX) 

XXXX) 

Lxxxx) 


1  cm 

4  spaces 


1  cm 
5  spaces 


1  cm 

4.5  spaces 
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MANUSCRIPTS 

DIRECTIONS:  Insert  this  sheet  in  the  typewriter «  Read  the  information 
carefully  and  then  fill  in  the  blank  lines.  Return  your  carriage  twice  to 
check  your  answer. 

Vertical  Placement 

The  top  margin  on  the  first  page  of  a  manuscript  is  5  cm  (12  spaces). 
Therefore,  you  would  type  the  title  on  Line  13.  There  is  no  page  number 
typed  on  the  first  page  of  a  manuscript. 

The  bottom  margin  should  be  at  least  2.5  cm  and  no  more  than  5  cm  in 
depth.  The  typist  should  pencil  a  warning  line  on  the  right  side  about  6  cm 
from  the  bottom  of  the  page  to  warn  of  the  approach  of  the  end  of  the  page . 

If  the  manuscript  is  very  short --partially  fills  only  one  page --a  balance 

line  is  typed  below  a  report.    A  balance 
line  is  a  date,  a  report  number,  or 
some  other  point  of  information.     It  is 
intended  to  help  balance  a  report  that 
looks  too  high  on  the  page.     To  make 
equal  top  and  bottom  margins,  the 
balance  line  is  typed  2.5  cm  from  the 
bottom  of  the  page . 


Fill  in  the  blanks  on  your  typewriter. 

1.  Does  the  typist  center  a  manuscript  page  vertically  when  the  first  page 
is  one  of  several  in  a  fairly  long  manuscript  ?   

No 

2.  To  leave  a  top  margin  of  5  cm,  on  what  line,   counting  from  the  top, 
does  the  typist  begin  the  first  page  of  a  manuscript?  

13 

3.  What  is  the  most  desirable  depth  of  the  bottom  margin?   

2.5  cm 

4.  A  balance  line  is  typed  approximately   cm  from  the  bottom 

of  the  page  on  a  short  manuscript  that  does  not  fill  one  full  page. 

2.5 


TITLE 


BODY 


BALANCE  LINE 
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Lesson  5 


5  c     The  line  length  for  a  manuscript  is  ___________  spaces  pica; 

spaces  elite;  or  spaces  on  Brother  typewriters » 

60  pica;  70  elite;  65  brother 


Spacing 

Manuscripts  are  usually  double -spaced  but  you  may  single  space  if  it  is 
an  extremely  long  manuscript  and  paper  or  filing  space  must  be  conserved. 
If  you  do  use  single  spacing,  leave  one  blank  line  space  between  paragraphs. 

6.  Manuscripts  are  usually  ___________  spaced. 

double 

7.  Manuscripts  may  be  single  spaced  if  they  are  extremely  long  and  one 
wants  to  conserve   or   . 


paper  or  filing  space 


Headings 

Manuscripts  have  two  types  of  headings.   Main   headings  identify  a 
manuscript.     Minor  headings  show  the  organization  of  the  material  (see  page  11). 
The  main  heading  begins  on  line  13.     The  TITLE  is  typed  in  ALL  CAPITALS 
and  is  centered.     If  the  title  is  followed  by  a  subtitle  and  a  by-line  the  MAIN 
HEADING  SECTION  is  double  spaced  =     You  triple  space  after  the  MAIN 
HEADING  to  set  it  apart  from  the  body  (or  paragraphs)  of  the  manuscript. 


8.  The  title  of  a  manuscript  is  typed  in  all    letters  and  is 

 horizontally. 

capital  centered 

9.  If  there  is  more  than  one  line  in  the  MAIN  HEADING,   it  is  

spaced. 

double 

10  o    blank  spaces  separate  the  main  heading  from  the  body  of 

the  manuscript. 

2  blank  spaces  (3  returns  leaves 
2  blanks.) 
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TITLE 


HOW  TO  STRETCH  A  MANUSCRIPT 


Suh-title 


A  Report  for  Typing  10 


By-line 


By  Thomas  Beck 


MINOR 
HEADING 


MINOR 
HEADING 


MINOR 
HEADING 


You  may  use  three  ways  to  stretch  a  short  manuscript.  You 
may  use  double  spacing,   sideheadings,  and  a  balance  line  5  cm 
from  the  bottom  of  the  paper. 

DOUBLE  SPACING 

Manuscripts  may  be  single  spaced,-  but  they  stretch  twice  as 
far  when  they  are  double  spaced.     They  are  also  easier  to  read 
when  they  are  double  spaced. 

SIDEHEADINGS 

Sideheadings,  preceded  by  two  blank  lines  and  followed  by 
one,  take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other 
point  of  information  that  is  typed  below  a  manuscript.  Such  a 
line  is  intended  to  balance  a  manuscript  that  looks  too  high  on 
the  page. 


BALANCE 
LINE 


April  15,  1986 
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Minor  headings 

Each  new  section  is  indicated  by  a  minor  heading o     It  may  be  a  side- 
heading  as  illustrated  on  page  11.     A   sideheading  is  typed  flush  with  the  left 
margin  o     It  is  preceded  by  two  blank  lines  (made  by  three  carriage  returns) 
and  followed  by  one  blank  line  (two  carriage  returns).     Sideheadings  are  typed 
in  all  capitals.     If  you  wish  to  take  up  less  space  you  may  use  paragraph 
headings  which  are  indented  five  spaces  and  underscored  as  shown  below: 

F^^st,      Use  paragraph  headings  instead  of  sideheadings. 

11.  Sideheadings  are  typed  at  the  left  margin  in  all  

capitals 

12.  Instead  of  using  sideheadings,   one  can  use  paragraph  headings  which  are 

five  spaces  and  . 

indented  and  underscored 

Paragraphs 

Paragraphs  are  indented  5  spaces e    Double  space  between  paragraphs. 
Review 

Type  in  the  blanks  and  then  check  your  answers  against  the  key  at  the 
bottom  of  the  page « 

1.  How  wide  is  the  top  margin  on  the  first  page  of  a  manuscript? 
  cm  or    spaces. 

2.  How  wide  can  the  bottom  margin  be?   to    cm. 

3.  What  width  of  line  is  used  for  a  manuscript?   cm, 

4.  What  spacing  is  used  most  commonly  for  a  manuscript?  

5.  How  many  spaces  do  you  indent  paragraphs?  

KEY: 


saoBds  g  (g      axqnop  {f      gj  (g      ujd  g  o;  mo  q'z  (Z      sso^ds  gx  j.o  uio  g  (x 
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PLACEMENT  GUIDE  FOR  THE  FIRST  PAGE  OF  A  MANUSCRIPT 


LINE  13 


TITLE   OH    OPENIHG  PAGE 


15   cm   line  length 


2.5  cm 
Warning 


BALANCE  LINE 


Preferred 


Page  Endmg  Zone 


Optlonat 
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Lesson  5 


Insert  the  backing  sheet  found  on  page  13  behind  your  blank  sheet  of 
paper  and  type  the  example  given  on  page  11  of  this  lesson.  Use  double 
spacing  and  a  15  cm  line, 

LINE  -  15  cm 
SPACING  -  2 


PICA     c   .   .   e   .   .   15  X  4  spaces /cm  =  60  spaces 
ELITE  ......   15  X  5  spaces /cm  =  70  or  75  spaces 

BROTHER  .   .   .   .    15  X  4.5  spaces /cm  =  66  spaces 

Begin  on  LINE  13.    Center  the  title  and  type  it  in  all  capitals.  Erase 
all  your  errors. 

After  you  have  finished  typing,  check  your  work.    Turn  to  page  15,  16, 
or  17  to  find  the  example  which  has  the  type  size  which  you  used,  and  check 
your  manuscript.    Measure  the  margins  with  a  ruler.     Answer  the  following 
questions. 


1.  Is  the  top  margin  5  cm? 

2.  Are  the  side  margins  equal? 

3.  Is  the  line  length  approximately  15  cm? 

4.  Did  you  erase  all  errors? 

5 .  Is  the  bottom  margin  at  least  2 . 5  cm 
and  no  more  than  5  cm? 

6 .  A  re  the  sideheadings  at  the  left  margin 
in  all  capitals? 


If  you  answered  "No"  to  any  of  the  above,  repeat  the  entire  assignment. 
If  you  answered  "Yes"  to  all  of  them,  continue  to  work  through  the  lesson. 
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HOW  TO  STRETCH  A  MANUSCRIPT 
A  Report  for  Typing  10 
By  Thomas  Beck 

You  may  use  three  ways  to  stretch  a  short  manuscript. 
You  may  use  double  spacing^  sideheadings ^  and  a  balance  line 
5  cm  from  the  bottom  of  the  paper c 

DOUBLE  SPACING 

Manuscripts  may  be  single  spaced,  but  they  stretch  twice 
as  far  when  they  are  double  spaced «     They  are  also  easier  to 
read  when  they  are  double  spaced, 

SIDEHEADINGS 

Sideheadings 5  preceded  by  two  blank  lines  and  followed 
by  one,  take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other 
point  of  information  that  is  typed  below  a  manuscript «  Such 
a  line  is  intended  to  balance  a  manuscript  that  looks  too 
high  on  the  page. 

April  15,  19S6 


ONE  PAGE  MANUSCRIPT  IN  PICA  TYPE 
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HOW  TO  STRETCH  A  MANUSCRIPT 
A  Report  for  Typing  10 
By  Thomas  Beck 

You  may  use  three  ways  to  stretch  a  short  manuscript.    You  may  use 
double  spacing,  sideheadings ,  and  a  balance  line  5  cm  from  the  bottom 
of  the  paper. 

DOUBLE  SPACING 

Manuscripts  may  be  single  spaced,  but  they  stretch  twice  as  far 
when  they  are  double  spaced.  They  are  also  easier  to  read  when  they 
are  double  spaced o 

SIDEHEADINGS 

Sideheadings,  preceded  by  two  blank  lines  and  followed  by  one, 
take  four  lines « 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other  point  of 
information  that  is  typed  below  a  manuscript.  Such  a  line  is  intended 
to  balance  a  manuscript  that  looks  too  high  on  the  page. 


April  15,  1986 


ONE  PAGE  MANUSCRIPT  IN  ELITE  TYPE 
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HOW  TO  STRETCH  A  MANUSCRIPT 
A  Report  for  Typing  10 
By  Thomas  Beck 

You  may  use  three  ways  to  stretch  a  short  manuscript.  You 
may  use  double  spacing,  sideheadings ,  and  a  balance  line  5  cm  from 
the  bottom  of  the  paper, 

DOUBLE  SPACING 

Manuscripts  may  be  single  spaced,  but  they  stretch  twice  as 
far  when  they  are  double  spaced.     They  are  also  easier  to  read 
when  they  are  double  spaced. 

SIDEHEADINGS 

Sideheadings 5  preceded  by  two  blank  lines  and  followed  by  one, 
take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,  or  some  other 
point  of  information  that  is  typed  below  a  manuscript.     Such  a 
line  is  intended  to  balance  a  manuscript  that  looks  too  high  on 
the  page. 

April  15,  19B6 


ONE  PAGE  MANUSCRIPT  ON  "BROTHER"  MACHINE 
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The  second  and  subsequent  pages  of  a  manuscript  differ  from  the  first 
only  in  the  top  margin.    As  you  recall,  the  top  margin  on  the  first  page  is 
5  cm.     On  subsequent  pages,  the  top  margin  is  2.5  cm.     So,  you  return  the 
carriage  seven  times.     On  the  seventh  line  you  will  type  the  page  number 
pivoted  from  the  right  margin. 

Page  2^     Line  7 

right 
margin 


Pivoting 

"Pivoting"  means  using  the  backspace  key  to  make  lines  end  precisely 
where  you  wish  them  to  end.    It  is  commonly  used  to  make  the  date  or  page 
number  end  evenly  with  the  right  margin. 

Follow  these  steps  in  pivoting: 

1  c    Set  the  carriage  one  space  after  the  point  where  you  wish  the  copy  to 
end. 

right    +  1 
margin 
(Use  margin  release) 

2c    Backspace  once  for  each  letter  and  space  in  the  copy  to  be  pivoted. 

3.     Type  the  material.     It  should  end  evenly  with  the  right  margin. 

Page  2 


Spacing 

Return  the  carriage  three  times  after  the  page  number  and  continue  to 
type. 

Page  2 
3 


( 


i 
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PLACEMENT  GUIDE  FOR  CONTINUING  PAGES  OF  A  MANUSCRIPT 

LINE  7  -  PAGE   NUMBER  Page  2 


15  cm   line  length 


2.5  cm 


Warning 


2.5  cm 
Warning 


i 


i 


i 
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ASSIGNMKNT  5 -D- -Submit  for  Correction 

Type  the  following  in  double  spaced  manuscript  format.     Make  a  light 
pencil  line  2.5  cm  from  the  bottom  of  each  page  to  guide  you.     Erase  the 
line  after  typing  the  page.     Erase  and  correct  your  errors.     (P)  means  to 
start  a  new  paragraph.    Anything  in  all  capitals  is  the  title  or  a  sideheading. 
DO  NOT  copy  it  exactly  as  you  are  to  do  the  set-up  on  your  own. 


IS  YOUR  MEMORY  BAD?     By  (Your  Name)      A  poor  memory  and 
absentmindedness  go  hand-in -hand .     My  favourite  story  .about  this 
concerns  the  milkman  who  was  on  his  early  morning  rounds.  On 
the  door-step  of  a  house  belonging  to  a  university  professor  he 
found,  not  the  customary  bottle,  but  a  tumbler  of  water  containing 
a  set  of  false  teeth!       (P)    Of  course,   we  all  have  forgetful 
phases.    Not  long  ago  I  was  shopping  at  the  famous  chain-store 
known  affectionately  as  "Marks -and -Sparks".    Wandering  around  the 
food  section  I  was  hailed  by  a  friend,  and  immediately  we  were 
deep  in  conversation.    The  scrap  of  harmless  gossip  she  told  me 
was  so  interesting  that  a  full  ten  minutes  passed  before  I  suddenly 
stopped  in  my  tracks.    Without  thinking  we  had  wandered  out  the 
main  doors  into  the  street.    And  I  was  still  clutching  that  wire- 
basket  containing  one  unpaid -for  chicken.    Words  such  as  "shop- 
lifting" and  "kleptomania"  rushed  through  my  brain  as  I  tore 
back  to  the  cash-desk,  but  they  were  very  nice  about  it --and  said 
that  everyone  has  memory  lapses  at  times!     BEYOND  RECALL 
That's  true  enough,  and  these  take  different  forms.     For  instance, 
there's  that  maddening  business  of  not  being  able  to  "place"  some- 
body you  meet  in  the  street.     She  stops  you- -all  smiles --and 
inquires  about  your  health  and  your  family's --which  shows  she 
knows  you  pretty  well,  but  although  her  face  is  so  familiar,  you 
haven't  the  faintest  idea  who  she  is!     It  seems  so  rude  to  admit 
this,   so  there  you  stand  making  non-commital  remarks,  and  hoping 
you  don't  sound  as  daft  as  you  feel!      (P)    One  particularly 
humiliating  type  of  memory  lapse  is  forgetting  what  you  were 
going  to  say--when  you've  already  begun  saying  it!     Small  wonder 
that  if  this  type  of  thing  happens  frequently,   we  begin  to  suspect 
that  we  are  deteriorating  mentally.     But  it  isn't  that  at  all.  There 
are  so  many  different  explanations  for  a  poor  memory  and 
absent-mindedness  .   .   .  and  the  explanations  depend  so  much  upon 
whom  you  ask!     Certain  psychiatrists  tell  us  that  we  only  forget 
things  we  don't  want  to  remember!    That  sounds  reasonable  enough 
on  those  occasions  when  perhaps,  we  take  ourselves  off  to  the 
cinema,  or  to  have  tea  with  a  friend  .   .   .  and  then  remember-- 
when  it  is  far  too  late  to  do  an3rthing  about  it --that  this  was  the 
very  afternoon  we  had  an  appointment  with  the  dentist.     But  this 
theory  is  a  little  hard  to  accept  when  it  concerns  forgetting  the 
date  of  a  party--or  a  concerto      MORE  THEORIES  Another 
theory  is  easier  to  accept --that  these  memory  lapses  are  most 
likely  to  occur  when  we  are  suffering  from  fatigue.    When  we've 
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been  "burning  the  candle  at  both  ends"  and  are  short  of  sleep  .    .  c 
or  when  we  have  been  doing  the  kind  of  work  that  requires  a  great 
deal  of  concentration  (cramming  for  exams  perhaps),  then  our  brain 
cells  will  tire- "in  the  same  way  as  our  muscles  will  tire  after 
unaccustomed  or  prolonged  physical  exercise.     In  fact,  the  pundits 
say  that  this  is  the  basic  cause  of  the  strange  "this -has -happened - 
before"  feeling.      DIETARY  EFFECT      Anxiety--nerves--fear,  call 
it  what  you  like,   can  have  the  same  effect.     Just  think  how  some 
amateur  actors  (and  even  professionals  at  times)  "dry  up"  on  the 
opening  night  of  a  play,  in  spite  of  being  word-perfect  at  rehearsals « 
It  is  simply  because  their  minds  become  paralysed,  temporarily, 
by  stage  fright.     OK,   so  we  aren't  on  the  stage.     Even  so,   we  are 
liable  to  thought -blocks  and  lapses  of  memory  when  we  are  beset 
with  personal  worries,  or  secret  fears.     They  are,   to  us,  so 
overwhelming  that  we  become  totally  absorbed  in  them;  everything 
else  goes  by  the  board.       (P)      Some  doctors  hold  the  theory  that 
our  powers  of  memory  can  be  affected  by  our  diet.     And  certainly, 
forgetfulness  and  mental  confusion  are  a  feature  of  certain  deficiency 
diseases.     So  here  is  an  additional  reason  for  eating  sensibly-- 
and  making  sure  that  one's  diet  contains  plenty  of  protein,   and  the 
B  group  of  vitamins.     Milk  is  splendid  because  its  protein  content  is 
particularly  rich  in  one  particular  substance  that  the  brain  must 
have,  if  it  is  to  work  efficiently.      (P)      So  there's  a  good  tip  for 
those  who  belong  to  the  "it's-on-the-tip-of-my-tongue "  brigade. 
And  it  is  worth  trying.    Just  think  how  dreadful  it  would  be  if,  just 
because  you  lived  on  snacks,  and  coffee  and  buns,  you  forgot  some- 
thing really  important.     Like  mailing  the  coupon  that  would  have 
won  you  the  Lottery  prize. 
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ASSIGNMENT  5 -E- -Submit  for  Correction 

Type  the  following  as  a  double -spaced  manuscript  =  Make  the  corrections 
indicated  by  the  proofreader's  marks.     (P)  stands  for  new  paragraph. 

Proofreading 


Follow  thej^  steps  in  proofreading  a  typewritten  \etprQ  always 
proofread  be foj^  removing  the  letter  f^/f^  the  machine.     (P)  1.  Check 
the  appearance  of  the^letter:    Does  it  follow  a  unif^)6|m  style?    Are  the 
margins  even?    Are  there  smuj^^S^s  or  messy  erasures?     (P)  2.  Check 
the  accuracy  of  the  address:    Is  it  the  address  of  the  person  to  whoj* the 
letter  is  written?    Did  youR  include  a  title  of  respect  before  the  persoi^s 
name?    Are  the  name  of  the  street  and  the  number  ri^^?     (P)  3.  Check 
the  salutation:    Is  it  in  keeping  with  the  address?     (P)  4.     Check  the 
material  in  [hjt|p  body  |the/o?j4he  letter:    I^he  message  clear?    Are  all 

amounts  and  other  figures  correct?     (P)  5.     Check  the  sentence  structure 

t 

and  the  v^se  of  words:j^Does  the  lelpr  make  good  sense?    Is  the  punctuation 

h  e 

correct?    Are  the  words  used  and  spelled  correctj^    Are  the];>f  any 

uncorrected  typing  errors?     (P)  6.    Check  the  "^lo^ing:    Have  you  included 

all  the  necessary  information?     Did  you  leave  enough  space  for  the 

signature?    Did  you  note  any  enclosures?     (P)    When  you  have  checked  all 

r 

these  points  and  have  corrected  all  you^  errors,  then  you  may  present  the 
letter  to  your  employer  to  be  si^ed  and  mailed. 
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ASSIGNMENT  5 °F- -Submit  for  Correction 

ACCURACY  DRILLS 

Practise  for  accuracy  on  these  double -letter  words.     Type  the  line  twice 
trying  to  limit  your  errors  to  one  every  two  lines. 

well  will  bluff  all  afford --assertion  business  lesson  assertion  well 

SPEED  DRIVE 

Practise  for  speed  on  these  alternate -hand  words.  Take  three  1/2 -minute 
timings  on  the  line  trying  to  increase  your  speed  each  time . 

is  does  work  for  the  tan  with  product  when  high  can  sham  may  thing  air 

Take  three  VALID  five -minute  timings  on  the  following.     Try  to  type  at 
least  35  warn. 

The  person  who  wins  our  confidence  and  respect  is  the  one  who  is  13 
marked  by  the  complete  absence  of  pretension.  He  does  not  put  on  airs.  27 
He  has  a  sense  of  modesty.  When  you  achieve  worthwhile  results,  you  41 
can  well  afford  to  let  your  work  speak  for  itself.  As  the  old  saying  55 
has  it,  what  we  are  speaks  louder  than  what  we  say.  65 

An  advertiser  using  superlatives  is  really  saying,  "My  product  is  78 
so  far  ahead  of  everything  else  of  its  kind  that  it  stands  at  the  top."  92 

He  thus  implies  that  he  is  thoroughly  familiar  with  all  other  products  106 

of  that  kind,  has  considered  and  studied  them,  and  has  decided  that  his  120 

product  is  unique.  Our  minds  should  require  something  more  than  a  mere  134 

assertion  when  we  are  told  that  something  is  the  very  best.  As  I  listen  148 

to  certain  high-pressure  television  commercials,  I  often  remind  myself  162 

that  sincerity  and  honesty  are  the  qualities  most  sure  to  win  confidence.  176 

The  plain  fact  is  that  quiet  understatement  can  create  belief ;  loud  189 

overstatement  can  destroy  belief.  We  all  gain  in  moral  stature  when  we  203 

are  sincere  and  straightforward  in  our  thinking,  speaking,  and  writing.  217 

Business  students  particularly  will  benefit  from  the  lessons  that  sham  234 

and  bluff  and  double-dealing  are  wrong.  Genuine  sincerity  stands  at  the  245 

head  of  desirable  human  qualities.  The  person  who  is  honest  and  sincere  259 

in  his  words  and  actions  wins  our  respect.     We  know  we  can  trust  him —  273 

come  what  may.  276 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 
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i^SSIGNMENT  CHECK  (^) 
Check  off  the  following  as  you  place  it  in  the  envelope  for  mailing. 

ASSIGNMENT  Proofreader's  Marks,  page  4  ___ 

ASSIGNMENT  5-B,  Figures  or  Words,  page  7  '  ____ 

ASSIGNMENT  5-C,  manuscript,  page  14 

ASSIGNMENT  5-D,  manuscript,  page  20 

ASSIGNMENT  5-E,  proofreading,  page  22 

ASSIGNMENT  5-F,  timings,  page  23 


End  of  Lesson  5 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  6 


The  manuscript  can  be  adapted  for  use  in  areas  other  than  reports.  The 
following  adaptations  of  the  manuscript  will  be  covered  in  this  lesson: 

I.  Minutes  of  a  Meeting 

n.  News  Release 

III.  Magazine  Article 

IV .  Legal  Document 


L     Minutes  of  a  Meeting 

Because  minutes  are  bound  in  a  book 
the  following  adaptations  are  necessary: 

A  .    A  wide  left  margin  is  needed 
to  leave  room  for  binding. 
3.75  or  4  cm  is  a  good 
width . 

3.75  cm  =  14  spaces  pica 
3.75  cm  =  18  spaces  elite 
3.75  cm  =  16  'Brother'  spaces 

The  right  margin  is  2.5  cm 
or  10  spaces  pica,   12  spaces 
elite  or  11  'Brother'  spaces. 


"The  usual  procedure  is  to 
send  their  doodles  to  Dr.  Mason 
for  analysis  at  once  I" 


B.  To  keep  pages  even  at  the  top,  a  standard  top  margin  is  recommended. 
All  pages  would  start  2.5  cm  from  the  top  of  the  page  or  on  line  7. 

The  bottom  margin  would  be  a  minimum  of  2 . 5  cm. 

C.  To  conserve  space,  minutes  are  single  spaced  except  between  sections. 
The  correct  spacing  is  illustrated  on  page  3 . 

D.  Paragraphs  are  indented  5  spaces  and  are  separated  by  one  blank 
line.     Minutes  of  meetings  are  usually  divided  into  sections: 
attendance,   old  business,  new  business,  next  meeting. 

E.  The  heading  for  page  one  of  minutes  is  centered  and  tells  the  type  of 
meeting:    regular  or' special;  the  organization's  name;  and  the  date. 

F.  If  the  minutes  extend  to  a  second  page  the  heading  would  be  on  line 
7  as  follows: 


Minutes  of  the  Regular  Meeting 


-  2  - 


May  15,  1986 
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ASSIGNMENT  6-A --Submit  for  Correction 

Make  a  copy  of  the  May  15  minutes  of  the  Executive  Board  which  appear 
on  page  3.     Use  the  margins  and  spacing  given. 


ASSIGNMENT  6 -B- -Submit  for  Correction 

Following  the  same  format  as  given  in  Assignment  6 -A,  type  the  following 
rough  notes  in  well -organized  minutes  format.  Assume  you  are  the  Secretary 
of  the  Students'  Council. 


Minutes  of  the  Regular  Meeting  of  the  Students'  Council,  held  October  16, 

1986. 

The  meeting  was  brought  to  order  at  8:00  a.m.  by  Carolyn  Miller, 
President.    All  members  were  present. 

Last  meeting's  Minutes  were  approved. 

Treasurer --George  reported  that  the  bank  balance  as  of  October  15  was 
$586.29  and  petty  cash  was  $15.29 

Drama  Club  News --The  Drama  Club  will  be  producing  the  play  "Bethune" 
in  the  spring.    Auditions  will  begin  next  week. 

New  Business --Cindy  read  a  letter  from  the  Foster  Parent  Plan 
Association  thanking  our  council  for  its  cheque  last  year  and  requesting 
support  for  another  year.     Dave  moved  that  we  send  a  cheque.     The  motion 
was  seconded  by  Cindy  and  it  was  carried. 

Jim  reported  that  the  hamburger  sale  held  Friday  noon  was  a  great 
success.     He  moved  that  hamburger  sales  be  held  every  other  Friday.  The 
motion  was  seconded  by  Cindy  and  it  was  carried. 

The  meeting  adjourned  at  8:45  a.m.     The  next  meeting  will  be  held 
Friday,  November  7  at  8:00  a.m.  in  Room  321. 
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Minutes  of  the  Regular  Meeting 
EXECUTIVE  BOARD 
May  15,  1986 

ATTENDANCE 

The  regular  monthly  meeting  of  the  Executive  Board  was  held 
on  Monday,  May  15,   1936,   in  the  conference  room  of  the  Palliser 
Hotel.     The  meeting  was  called  to  order  at  5:30  p.m.  by  the 
President,  Robert  C.  Chauvin .     Present  were  Virginia  E.  Allen, 
Robert  C.  Chauvin,  Henri  A.  Foster,  Eleanor  Grange,  and  Barry 
Moore . 

OLD  BUSINESS 

The  minutes  of  the  April  meeting,   which  had  been  mailed  to 
all  the  members  of  the  Board,   were  approved. 

The  treasurer,  Henri  Foster,  presented  his  report  showing  a 
balance  of  $25,000.75  on  May  13.     He  was  authorized  to  pay  a  bill 
for  $1,335.76  from  the  A  .  B.  C.  Printers. 

The  Special  Committee  on  Corollary  Information  reported  that 
the  average  work  week 'had  been  reduced  from  40  hours  to  36  1/2 
hours  in  fifteen  companies.     One  firm  had  a  basic  work  week  of 
less  than  35  hours.    A  copy  of  their  report  is  attached  to  the 
minutes . 


NEW  BUSINESS 

Mr.  Foster  moved  that  the  cost  of  the  Financial  Report  for 
non-members  be  increased  to  $5.     Mr.  Moore  seconded  the 
motion.     It  was  carried. 

Moved  by  Miss  Grange,   seconded  by  Miss  Allen  that  the 
meeting  adjourn. 


NEXT  MEETING 


The  next  meeting  of  the  board  will  be  held  on  Friday 
17,  in  the  conference  room  of  the  Palliser  Hotel. 

Respectfully  submitted 


June 


Kuzyk 


Louis  E. 
Secretary 


^orS 
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EE.   News  Releases 

Exciting  events  often  take  place  in  even  the  smallest  of  communities. 
Some  time  you  may  have  the  opportunity  to  submit  a  community  story  to  a 
newspaper.     Because  the  majority  of  newspapers  receive  far  more  news  items 
than  they  can  publish,   it  is  important  that  your  item  looks  professional.  There 
are  certain  guidelines  to  follow  for  improving  a  news  release: 

Ic     Use  a  title  that  tells  the  story  at  a  glance. 

2.  Tell  who  released  the  story  so  the  editor  knows  to  whom  he  can 
refer  for  more  details. 

3 .  Start  the  story  with  a  dateline . 

4.  Double  space  to  make  room  for  editorial  changes. 

5.  Be  sure  the  typing  is  neat  and  correct.    An  error  suggests  the 
release  may  not  be  reliable  enough  to  use. 

As  with  all  manuscripts  a  news  release  requires  a  heading.  The  heading 
may  be  printed  with  pertinent  data  typed  in  (A)  or  typed  completely  (B) . 


A 


CANADIAN  PRESS 
OTTAWA,  ONTARIO 


release: 


From  : 


B 


CANADIAN  PRESS 
OTTAWA,  ONTARIO 


NEWS 


RELEASE 


Release:  Immediately 


From:    Carl  Sommerville 
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If  you  type  the  heading  as  in  (B),  leave  a  2.5  cm  top 
margin.     Use  a  15  cm  line  length  and  type  NEWS 
RELEASE  even  with  the  left  margin.     Type  the 
guide  words,  CANADIAN  PRESS,  etc,  starting  at  the 
center  of  the  carriage  scale. 

Return  the  carriage  four  times  after  the  "From" 
line,  center  the  title,  and  return  the  carriage  three 
times  after  the  title. 


ASSIGNMENT  6-C--Submit  for  Correction 

Make  a  copy  of  the  News  Release  on  page  6  on  the  printed  form  provided. 
Notice  that  the  side  margins  can  be  set  even  with  the  heading.    Also  note 
that  paragraphs  are  double  spaced  and  indented  five  spaces.     Erase  and 
correct  your  errors. 


ASSIGNMENT  6 -D-- Submit  for  Correction 

Make  a  copy  of  the  News  Release  on  page  7  on  plain  paper.     Use  a 
15  cm  line  length- -the  same  as  you  used  for  6-C.     Correct  your  errors. 

15  cm  =  60  PICA  spaces 

65  'BROTHER'  spaces 
70  ELITE  spaces 
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CANADIAN  PRESS 
OTTAWA,  ONTARIO 

NEWS  RELEASE 

RELEASE  :  Immediately 
From  '.  Carl  Sommerville 

PROVISION  FOR  CLASS  ACTION  BY  CONSUMERS  PROBED 

3 

OTTAWA,  Ont.,  May  15"~Proposals  to  give  consumers  the  right 
to  take  class  actions  against  companies  for  \infair  trade  practices 
will  be  made  public  by  the  government  later  this  month,  consumer 
affairs  department  officials  say. 

A  study  on  the  subject  will  be  one  of  the  seven  volumes  of 
reports  that  the  government  releases  before  introducing  legislation, 
possibly  this  fall,  to  further  revise  the  Combines  Investigation  Act. 

In  a  class  action,  all  consumers  who  have  suffered  damage 
because  of  a  fraudulent  business  practice  are  entitled  to  compensation 
without  each  individual  suing  the  company. 

Currently,  there  is  no  provision  for  class  actions  in  federal  law, 
although  class  actions  can  be  started  in  provincial  courts. 

The  legislation  sets  out  the  rules  for  protecting  competition  in 
the  marketplace,  and  contains  prohibitions  against  practices  like  mis- 
leading advertising  and  unfair  pricing  tactics.  (End) 


CANADIAN  PRESS 
OTTAWA,  ONTARIO 


NEWS  RELEASE 


RELEASE 


From 


CANADIAN  PRESS 
OTTAWA,  ONTARIO 


NEWS  RELEASE 


release: 


From 
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CANADIAN  PRESS 
OTTAWA,  ONTARIO 

NEWS  RELEASE 

Release:  Immediately 
From:    Carl  Sommerville 

PROVISIONS  FOR  CLASS  ACTION  BY  CONSUMERS  PROBED 

OTTAWA,  Ont.,  May  15--Proposals  to  give  consumers  the  right 
to  take  class  actions  against  companies  for  unfair  trade  practices 
will  be  made  public  by  the  government  later  this  month,  consumer 
affairs  department  officials  say. 

A  study  on  the  subject  will  be  one  of  the  seven  volumes  of 
reports  that  the  government  releases  before  introducing  legislation, 
possibly  this  fall,  to  further  revise  the  Combines  Investigation  Act. 

In  a  class  action,  all  consumers  who  have  suffered  damage 
because  of  a  fraudulent  business  practice  are  entitled  to  compensation 
without  each  individual  suing  the  company. 

Currently,  there  is  no  provision  for  class  actions  in  federal  law, 
although  class  actions  can  be  started  in  provincial  courts. 

The  legislation  sets  out  the  rules  for  protecting  competition  in 
the  marketplace,  and  contains  prohibitions  against  practices  like  mis- 
leading advertising  and  unfair  pricing  tactics .  (End) 
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ASSIGNMENT  6 -E- -Submit  for  Correction 

Set  up  the  following  as  a  news  release  on  plain  paper  to  be  submitted  to 
the  Edmonton  Journal.     It  is  from  John  Dobson  and  can  be  released 
immediately.     The  date  of  submission  is  May  1,   1979.     John  Dobson  is 
employed  by  Canadian  Press,  Edmonton,  Alberta. 

The  date  line  is  Edmonton,  Alberta 

A  CAT  WITH  NO  NAME  GOT  THE  FAME 

"If  it  wasn't  for  that  cat,  we'd  all  be  dead,"    Rose  Monroe  of  9708  -  108 
Avenue  said  Thursday. 

The  silver-grey  and  white  cat,   known  as  "kitty"  or  sometimes  "baby,  " 
sleeps  in  the  Monroe  bedroom. 

Rose  and  Steve  Monroe  were  both  sleeping  Monday  night  when  the  cat 
started  jumping  wildly  from  bed  to  bed  and  meowing  loudly.     Rose  woke  up. 

"What's  wrong  with  that  cat,  Steve?"    asked  Rose. 

Steve  got  up  to  put  the  cat  out. 

"Oh  my  gosh,  I  smell  smoke,"    he  said. 

He  opened  the  door  of  their  ground -floor  suite  in  the  big  house  and  ran 
upstairs  through  thick  smoke. 

The  door  to  one  suite  was  on  fire  and  flames  were  spreading  across  the 
hall.     Steve  threw  a  pail  of  water  on  the  door.     Firemen  were  called. 

Damage  was  confined  to  the  suite,   but  the  55 -year-old  occupant,  still 
unidentified,   was  taken  to  hospital  with  second-degree  burns.    His  condition 
was  serious . 

The  cat  with  no  name  is  getting  special  attention  in  the  Monroe  suite  this 
week,   as  befits  a  hero. 

"People  make  fun  of  animals,   but  I  believe  they  really  are  intelligent," 
says  Mrs.  Monroe. 


"K  only  they  could  talk  .    .  ." 
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ni.  Magazine  Articles 

As  with  the  News  Release,  the  way  in  which  a  magazine  article  is  typed 
can  help  or  hurt  its  chance  for  acceptance.     The  editor  receives  so  many 
articles  that  he  is  prejudiced  in  favor  of  the  article  that  looks  like  an  expert's 
handwork.    When  an  editor  is  pressed  for  time,  he  will  use  what  is  easiest 
for  him  to  use. 

Examine  your  article  the  way  an  editor  will  look  at  it.     He  will  need  to 
know  how  many  lines  of  space  it  will  fill,  the  headings  it  will  require  and  the 
style  touches  which  will  improve  it. 

The  special  adaptations  of  the  manuscript  format  are  as  follows: 

1  c     Type  the  article  with  the  same  length  of  line  that  is  used  in  the 
columns  of  the  magazine.     To  determine  this,  type  ten  lines  from 
the  columns  of  a  copy  of  the  magazine;  determine  the  average  length 
and  use  it. 

vStrok.es 

If  you  are  looking  for  a  secretarial  career 
^7  which  is  uniquely  interesting,  presents  a  real 
-^5  challenge ,  and  affords  you  many  opportunities 
iQjfor  new  learning  experiences,  we  encourage 
you  to  consider  the  legal  field. 

The  opportunities  are  many  and  varied.  Be- 
'^5  sides  working  for  lawyers  in  private  practice 
47  in  large  and  small  law  firms,  legal  secretaries 
^5 may  work  for  judges  and  other  officers  of  the 
judiciary,  lawyers  in  corporations,  government 

Average  line  length  =  46 

If  you  are  looking  for  a  secretarial  career 
wiiich  is  uniquely  interesting,  presents  a  real 
challenge,  and  affords  you  many  oppor- 
tunities for  new  learning  experiences,  we  en- 
courage you  to  consider  the  legal  field. 

The  opportunities  are  many  and  varied,  be- 
sides working  for  lawyers  in  private  practice 
in  large  and  small  law  firms,  legal  secretaries 
may  work  forjudges  and  other  officers  of  the 
judiciary,  lawyers  in  corporations,  gov- 
ernment, legal-aid  centers,  insurance  com- 
panies, banks,  or  deed  and  title  companies. 

Good  legal  secretaries  are  in  demand — and 
the  words  "good"  and  "legal"  can  hardly  be 
separated.  Legal  secretaries  must  be  masters 
of  the  English  language,  since  legal  terminol- 
ogy is  technical,  complex,  and  extremely  pre- 
cise. They  must  excel  in  all  the  usual  office 
skills,  since  accuracy  in  all  areas  is  essential. 
Flawless  typing  is  often  required.  Legal  sec- 
retaries also  need  common  sense  and  the  abil- 
ity to  be  poised  and  tactful  when  they  are  deal- 
ing with  clients.  _ 


Typewriting  20  -  10  -  Lesson  6 

Do  not  exceed  that  line  length  by  more  than  two  spaces  in  any  one 
line . 

eg.  If  you  are  looking  for  a  secretarial  career 

which  is  uniquely  interesting,  presents  a  real 
challenge,  and  affords  you  many  opportunities 

2 .  Indicate  in  the  heading  on  the  first  page  the  number  and  length  of 
lines  the  manuscript  will  fill.     The  number  of  lines  is  determined  by 
counting  them  after  the  manuscript  has  been  typed.     If  extra  space 
must  be  left  before  a  sideheading,   be  sure  to  count  that  space  as  a 
typed  line.     (Refer  to  example  on  page  11) 

Do  NOT  count  the  following  lines; 

a«     Heading  lines  on  page  1 

b.  Page  number  lines 

c.  The  (END)  line 

3.  Type  the  author's  last  name  and  a  diagonal  before  the  page  number 
on  all  pages  after  page  1. 

4.  Double -space  the  manuscript. 

5.  Use  standard  P4  paper  (215  mm  x  280  mm) 

6.  Study  the  "style"  of  the  magazine  and  use  the  kinds  of  display  that 
the  magazine  features.     For  example,   some  paragraphs  might  begin 
with  the  first  few  words  typed  in  all  capitals  or  they  may  be  indented 
only  two  spaces. 


ASSIGNMENT  6 -F- -Submit  for  Correction 


Type  a  copy  of  the  Magazine  Article  which  appears  on  pages  11  and  12  of 
this  lesson.     Use  an  EXACT  46  space  line,   double  spacing  and  plain  paper. 
Correct  your  errors. 
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BE  A  LEGAL  SECRETARY! 

By  Susan  Lewis 

(41  Lines  of  46  Spaces) 
3 

IF  YOU  ARE  LOOKING  for  a  secretarial  career 
which  is  uniquely  interesting,  presents  a  real 
challenge,  and  affords  you  many  opportunities 
for  new  learning  experiences,  we  encourage  you 
to  consider  the  legal  field. 

The  opportunities  are  many  and  varied.  Be- 
sides working  for  lawyers  in  private  practice  in 
large  and  small  law  firms,  legal  secretaries  may 
work  for  judges  and  other  officers  of  the 
judiciary,  lawyers  in  corporations,  government, 
legal-aid  centers,  insurance  companies,  banks, 
or  deed  and  title  companies. 

Good  legal  secretaries  are  in  demand — and 
the  words  "good"  and  "legal"  can  hardly  be 
separated.     Legal  secretaries  must  be  masters 
of  the  English  language,  since  legal  terminology 
is  technical,  complex,  and  extremely  precise. 
They  must  excel  in  all  the  usual  office  skills, 
since  accuracy  in  all  areas  is  essential.  Flaw- 
less typing  is  often  required.     Legal  secre- 
taries also  need  common  sense  and  the  ability  to 
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be  poised  and  tactful  when  they  are  dealing  with 
clients. 

While    pay    scales    vary    widel}^  from 
place  to  place,  secretaries  with  legal  training 
can  usually  command  higher  salaries  than  secre- 
taries without  the  specialty.     In  some  areas,  a 
legal  secretary  can  earn  $1100  to  $1200  a  month, 
and  a  top-notch  secretary  in  a  busy  court  of  law 
may  make  much  more. 


NEW  AS  WELL  AS  experienced  legal  secretaries  may 
also  take  advantage  of  the  opportunities  pro- 
vided through  affiliation  with  a  professional 
association — the  National  Association  of  Legal 
Secretaries  (International).     NALS  offers  its 
more  than  22,000  members  in  the  United  States 
and  Canada  education  programs,  leadership 
development  activities,  and  a  forum  for  ex- 
changing information  and  expertise  with  one 
another. 


3 


(END) 
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The  two  jobs,  legal  secretary  and  paralegal 
(or  legal  assistant), are  quite  different,  Mary 
Jo.  Paralegals  or  legal  assistants,  though  not 
licensed  attorneys,  can  do  much  of  the  time- 
consuming  groundwork  for  attorneys.  As 
Carl  E.  Person,  Director  of  the  Paralegal  Insti- 
tute in  New  York  City,  explains,  "The 
paralegal  can  never  do  anything  for  a  client 
which  would  amount  to  the  practice  of  law, 
such  as  giving  legal  advice,  but  he  or  she  does 
develop  information  for  the  attorney  to  use  in 
advising  clients.  All  paralegal  work  is  under 
the  direction  and  supervision  of  an  attorney . ' ' 

Paralegals  do  perform  complex  legal  tasks, 
however.  The  paralegal  might  draft  docu- 
ments like  contracts  or  partnership  agree- 
ments which  would  then  be  put  into  final  form 
by  the  attorney. 

The  paralegal  might  look  up  previous  court 
decisions  on  a  particular  point  of  law  so  that 
the  attorney  could  see  how  they  apply  to  a 
current  matter.  In  real  estate  matters,  a 
paralegal  might  do  all  the  preparation  leading 
to  the  actual  closing  of  title. 

"Generally  the  legal  secretary  knows  what 
the  lawyer  does  and  how  he  does  his  work  but 
is  not  sure  why  things  are  done  as  they  are," 
says  Mr.  Person.  "Paralegal  training  brings 
an  understanding  of  the  reasons  behind  the 
attorney's  work."  And  that  understanding, 
which  enables  the  assistant  to  give  the  attor- 
ney the  information  he  or  she  must  have  to 
function  effectively,  increases  the  assistant's 
value  in  a  law  firm. 


ASSIGNMENT  6 -G- -Submit  for  Correction 

At  the  left  is  a  sample  column  of  a 
magazine  to  which  you  wish  to  submit  the 
following  article.     Determine  the  length  of  line 
used  by  the  magazine,  the  paragraph  indentions 
and  any  other  special  effects.     Then  type  the 
following  handwritten  rough  draft  in  a  format  that 
will  be  acceptable  for  publishing  in  the  magazine. 


(2   Sin^fjUiJuru  ^^^Jux/m,&Aj  ^..um/^ 

^j^^U^U^riioAen^  ctAe^.  ^^^^^ 

"^eciAl^  .jO^i^  di^a^  ctL^  (Is^aM/j  cl^£te^ 
/c53  "^^eoAJ^.  ^(^'cUUj  ^ItafTi, 

U'<9My  uC<ZYU  cJlri&uy  cduL  LjOko^iMjL^ 

^yietAH/yyu  /o/ncl/^  "i^^Mi  ^Aj2aJ^  ^^oajz, 
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US^  u.{/Jz(X^    t^z^^    "^Ai/L.^^^  lAjeyt^^  . 

L^Au^  u^Aa^  ^.s^  (X>a^  uQA6^^9<i^  ^-c^jA^ucAj  '-h'-Le^iAs^ 

'^^^^L&t,><^ri^    '-f'^.M^    (MIi.^  ^-61^. 
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filing  a  petition 

To  enter  on  public  record  a  request  for  a 
specific  judicial  action. 


overruling  an  objection 

S  Ittomey       ^  argument  of 


^  posting  a  bond 

10  advance  a  sum  of  money  as  bail  repay- 
ment  to  be  made  on  or  before  a  given  day. 


T  in  a  verdict 

To  decide  (as  a  jury)  on  the  guilt  or  inno- 
cence of  a  defendant 


IV .     Legal  Documents 

The  legal  document  is  similar  to  a  regular 
manuscript  in  that  the  top  margin  on  the  first 
page  is  5  cm,  and  the  bottom  margin  is  2.5  cm 
Also  it  is  similar  in  that  it  is  double -spaced .  It 
has  a  heading  which  is  followed  by  the  standard 
three  carriage  returns.     However  it  differs  ,  in 
many  significant  ways: 

1.  The  paper  is  longer. 

It  is  215  mm  x  350  mm 
or 

Legal  size:    8  l/2"  x  14" 

2.  The  paper  has  double  ruled  lines  at  the 
left  margin  and  a  single  ruled  line  at 
the  right.     The  typist  sets  the  stop  for 
left  margins  one  or  two  spaces  to  the 
right  of  the  double  ruling.    Adjust  the 
stop  for  the  right  margin  so  that  the 
longest  lines  will  end  1  or  2  spaces  to 
the  left  of  the  single  ruling. 


t 

^^Margin 
Stop 


T 

Margin^'^' 
Stop 


If  ruled  paper  is  not  available  set  the 
margin  stops  for  a  left  margin  of 
approximately  3 . 5  cm  and  a  right  margin 
1  cm. 


1  cm  =      4  spaces  PICA 
5  spaces  ELITE 
4  or  5  'Brother'  spaces 


3.5  cm  =  14  spaces  PICA 

17  spaces  ELITE 

16  'Brother'  spaces 

3.    Unless  otherwise  instructed  make  one 
carbon  copy. 


4.     Use  only  one  side  of  the  paper. 
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executing  a  will 

To  perform  or  carry  out  the  declared  last 
wishes  of  a  deceased  person. 


serving  a  summons 

To  give  a  person  written  notification  inform- 
ing him/her  to  appear  in  court 


awarding  damages 

To  order  (as  a  court)  that  money  be  paid  as 
compensation  for  injury  or  loss. 


To  transfer  ownership  oTland  from  or 
son  to  anothar. 


5.     Date  all  legal  papers  by  either  spelling 
out  the  date  or  writing  it  in  figures. 

.    .    .  this  sixteenth  day  of  December, 
nineteen  hundred  eighty-six, 

.    .   ,  this  16th  day  of  December,  1986 

60     Indent  paragraphs  10_  spaces. 

7.  Double  space  unless  instructed  otherwise . 

8.  The  heading  is  centered  between  the 
ruled  lines  rather  than  the  center  of  the 
page. 


-   —  • —  c  enter  > 


9,     Begin  the  second  and  succeeding  pages 
5  cm  from  the  top  (instead  of  the 
standard  2  .  5  cm) . 

10.     Do  not  number  the  first  page  except 
on  a  will.     Center  all  other  page 
numbers  between  the  marginal  rulings 
1  cm  from  the  bottom  of  the  page  as 


This  refers 
to  the  total 
pages 

Page  1  of  3"^  ~ 


11.     You  may  erase  on  legal  documents 

except  where  it  affects  the  meaning  or 
intent  of  the  legal  document.  Items 
which  MAY  NOT  BE  erased  are: 

a.  names  of  people 

b.  sums  of  money 

c.  dates 
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ASSIGNMENT  6 -H- -Submit  for  Correction 

Make  a  copy  of  the  legal  document  which  appears  on  page  18  on  the  ruled 
paper  provided.     Be  sure  to  center  the  title  between  the  ruled  lines  which  is 
not  the  center  point  of  the  paper.     Do  not  make  a  carbon  copy.     Do  not  erase 
any  items  which  will  change  the  intent  of  the  document  such  as:  Scarruel  Korbut^ 
Timothy  Anne  Kovhut,  Raymond  Kovhut,  Ninth,  May,  one  thousand  nine  hundred  and 
eighty-six.         If  you  make  an  error  in  these,  you  must  retype  the  assignment. 

Double  space  except  for  the  last  paragraph  which  is  single  spaced. 
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LAST  WILL  AND  TESTAMENT  OF 
Samuel  Korbut 

I,  Samuel  Korbut,  of  the  Town  of  Stony  Plain,  County  of  Parklanc 
Province  of  Alberta,  being  of  sound  and  disposing  mind  and  memory,  do 
hereby  make,  publish,  and  declare  this  to  be  my  Last  Will  and  Testament, 
hereby  revoking  any  and  all  wills  made  by  me  before  the  present  date. 

FIRST:     I  hereby  direct  that  all  my  just  debts  and  expenses  be 
paid  and  discharged  as  soon  as  possible. 

! 

I  SECONDS     I  hereby  give,  devise,  and  bequeath  all  my  estate  and 

property,  real  and  personal,  of  whatsoever  nature  and  wheresoever  situatec 
to  my  beloved  cat,  Timothy  Anne  Korbut. 

THIRD:     I  hereby  appoint  my  brother,  Raymond  Korbut,  as  sole 
executor  of  my  estate; 

IN  WITNESS  WHEREOF,  I  have  hereunto  set  my  hand  and  seal  on  thi 

ninth  day  of  May  in  the  year  one  thousand  nine  hundred  and  eighty-six. 

 (L.S. 

THE  ABOVE  INSTRUMENT,  consisting  of  this  page  only,  was 
subscribed  by  the  said  Samuel  Korbut  in  our  presence  and  acknowledged  by 
him  to  each  of  us;  and  he  at  the  same  time  declared  the  above  to  be  his 
Last  Will  and  Testament;  and  we,  at  his  request,  in  his  presence  and  in 
the  presence  of  each  other,  have  signed  our  names  as  witnesses  hereto  on 
the  date  last  above  written. 

 residing  at  


residing  at 
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Lesson  6 


Retype  the  following  correctly  as  a  double -spaced  legal  document  on  the 
ruled  paper  provided.     The  paragraphs  should  be  indented  ten  spaces. 
Remember:    Do  not  erase  names  or  figures.  icJ>t^ 


Resolution 


Adopted  May  9,    1986^ .^^.^zA^ 

WHEREAS,  Cynthia  Parker  Rogers  is  being  honored  by  the 

Suburban  League  for  her(^^o)years  of  dedicated  service 

to  the  League  and  the  communities  it  serves, 

WHEREAS,   she  has  generously  donated  her  time  and  talents^ 

in  serving  on  the  board  of  jiirectors  of  the  Suburban 

League  for years  and  as  chairperson  of  the  Community 
8 


Service  Committe/\  for  (s} years,  always  working  to/expand 
and  improve  its  program  of  community  servic^,   with  the 
result  that  the  League's  service  to  the  community  has 
grown  in  quantity  and  quality  under  her  guidance, 
WHEREAS^  she  has  proven  to  be  a  person  of  unusual  crea- 
tivity and  imagination,  with  a  formidable  knowledge  of 
community  affairsy( with  outstanding  leadership  skills:  there- 
fore,  be  it  resolved,  ^hat  the  Board  of  Directors  and  the 
Executive  Council  of  the  League  do  commend  and  express  their 
heart^felt  appreciation  for  her  loyalty  to/(the  Suburban  ^ 
League . 


Chairperson,  Board  of  Directors  President,  Executive  Council 
(7Lj<MAJ'^a^ ^i^^^^  Suburban  League 
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Bank  Row  Errors 

If  you  find  that  you  are  making  a  specific  bank  error,  type  the  first  line 
of  the  drill  until  you  are  confident  of  the  reach.     Then  type  the  second  row 
until  you  are  sure  of  that  reach.     The  third  line  contains  both  the  letters  and 
should  be  typed  until  there  are  no  errors. 

LINE  -  70 
SPACING  -  1 

C      acclaim  checks  practice  cycle  capacity  accent  chance  concern  technical 
D      ordered  depends  befriended  deterred  independent  studied  hundred  hidden 
C-D    credit  education  crusade  caused  advice  medical  document  second  produce 

D      dry  adult  dial  ardor  dad  arduous  dark  rigid  adroit  didactic  broad  dawn 
E      them  eel  preen  effort  essence  pea  evil  elect  appeal  eminent  tree  error 
D"E    devil  deem  edict  dressed  edge  demand  led  endless  decide  dance  duel  dye 

W      awe  wind  woman  wallow  twinkle  wit  grow  awful  willow  welcome  wear  wrong 
S      sassy  sell  music  silence  staple  sling  dessert  sing  sea  assent  sale  say 
W-S    snow  swear  was  wasted  whistle  sew  wise  swift  arrows  swallow  swim  worse 

0      off  coat  other  orange  operate  job  opium  hobo  object  observe  auto  sword 
L      livid  leaf  lateral  wall  legend  laugh  let  literal  little  alley  link  ill 
0-L    low  bowl  elbow  polish  olympia  owl  blow  olive  stroll  outline  oleo  local 

S      thesis  prognosis  distress  substance  lessons  outclass  necessary  fastest 
X      exclaim  fixate  taxable  excel  climax  next  example  influx  flexible  relax 
S-X    extensive  sixth  exercises  suffix  unexposed  sextant  existence  unexcused 


ASSIGNMENT  6-J--Sumbit  for  Correction 

Take  three  valid  five -minute  timings  on  the  Minutes  of  the  Meeting  which 
appear  on  page  21  of  this  lesson.     If  you  finish  before  the  five  minutes  expire 
insert  a  clean  sheet  of  paper  and  continue.    Add  eight  to  your  word  count  for 
changing  paper.     Remember  that  a  valid  timing  will  have  no  more  than  four 
errors.     Try  to  type  at  least  35  wam. 
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QUESNEL  CENTRE  8 

9 
10 

The  minutes  of  the  business  portion  of  the  seventh  20 
Annual  Meeting  of  the  members  of  Quesnel  Centre  held  at  31 
the  Centre  on  October  28,   1986:  37 

38 
39 

SCRUTINEERS'  REPORT  43 

44 

Dr.  L.  Jordan  and  B,  M.  Horde,  scrutineers  appointed  54 
by  the  President,  reported  that  there  were  27  individual  65 
members,  7  representatives  of  businesses  and  unions,  and  76 
12  guests  present.  80 

81 

The  Secretary  read  the  notice  of  meeting  which  was  91 
mailed  to  members  on  October  2,  1986.  99 

IQG 
101 

MINUTES  OF  LAST  MEETING  IO6 

107 

Moved  by  T.  H.  Mann  and  seconded  by  W.  J.  Fennel,  117 
"That  the  minutes  of  the  July  16,  1986  ,  meeting  be  approved  129 
as  read."     Carried.  133 

134 
135 

FINANCIAL  REPORT  139 

14C 

In  the  absence  of  L.  P.  Laine,  Chairman  of  the  Finance  I51 
Study  Group,  W.  J.  Fennel  reported  on  the  Centre's  1977  162 
operations.  A  written  report  was  presented  to  members  and  174 
audited  statements  were  available.  I8I 

182 

Moved  by  R.  R.  Payne  and  seconded  by  W.  H.  Gorman  "That  193 
the  summarized  financial  report  and  the  1985  audited  state-  205 
ment  be  adopted."     Carried.  211 

212 
213 

APPOINTMENT  OF  AUDITORS  2l8 

219 

Moved  by  G.  Jameson  and  seconded  by  S.  N.  Sayles  "That  230 
the  firm  of  Donaldson,  Stett  and  Company  be  appointed  as  242 
auditors  of  the  Corporation  until  the  next  Annual  Meeting  254 
or  until  a  successor  is  appointed,  at  a  remuneration  to  be  266 
fixed  by  the  Directors,  the  Directors  being  hereby  author-  278 
ized  to  fix  such  remuneration."     Carried.  286 

287 

Respectfully  submitted,  292 

293 

Joan  Montgomery,  Secretary  298 
123456789       10      11  12 
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ASSIGNMENT  CHECK  (/) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT  6-A,   Minutes,  page  2 

ASSIGNMENT  6-B,  Minutes,  page  2 

ASSIGNMENT  6-C,  news  release,  page  5 

ASSIGNMENT  6-D,  news  release,  page  5 

ASSIGNMENT  6-E,  news  release,  page  8 

ASSIGNMENT  6-F,  magazine  article,  page  10 

ASSIGNMENT  6-G,   magazine  article,  page  13 

ASSIGNMENT  6-H,  legal  document,  page  17 

ASSIGNMENT  6-1,  legal  document,  page  19 

ASSIGNMENT  6-J,  five-minute  timing,  page  20 


End  of  Lesson  6 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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TYPING  MANUSCRIPTS 


Lesson 


Unbound  Manuscript 


2.5  cm- 


5  cm  on  first  page 

2.5  cm  on  all  other  pages 


2.5  cm 


Vertical 

6  spaces 
12  spaces 


2.5  cm 

5  cm 


2.5  cm  Horizontal 


Pica  ~  4  spaces /cm 
Elite  =  5  spaces /cm 
"Brother"  =  4.5  spaces /cm 


Left -bound  Manuscript 


5  cm  on  first  page 

2.5  cm  on  all  other  pages 


4  cm- 


•2.5  cm 


2.5  cm 


2.5  cm  = 

10  spaces  PICA 
12  spaces  ELITE 

11  spaces  BROTHER 


4  cm  - 

16  spaces  PICA 

20  spaces  ELITE 

18  spaces  BROTHER 
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PERSONAL  USE  MANUSCRIPTS 

Businesses  make  extensive  use  of  manuscript  format  because  of  all  the 
reports  they  produce.     You,  too,   can  find  the  manuscript  format  useful  in 
preparing  reports    for  school --in  this  lesson  we  give  you  some  samples  to 
type  for  Law,  Science,  Social  Science  and  Office  Procedures. 

Spacing 

If  you  are  typing  the  notes  to  keep  in  a  notebook,  you  will  likely  prefer 
single  spacing  because  it  saves  paper  and  space.     However,  if  you  are 
submitting  the  manuscript  for  someone  to  correct  (such  as  school  or  College 
term  papers)  you  should  use  double  spacing. 

Margins 

The  top  margin  on  the  first  page  will  be  5  cm  and  on  all  other  pages  it 
will  be  2.5  cm.     Because  you  are  planning  to  store  the  notes  in  a  binder, 
you  will  need  a  wide  left  margin.     The  left  margin  should  be  4  cm. 


4  cm  =  4  X  4  or  16  spaces  PICA 

4  X  4.5  or  18  spaces  'BROTHER' 
4  X  5  or  20  spaces  ELITE 

The  right  and  bottom  margins  will  each  be  2.5  cm. 


ASSIGNMENT  7-A --Submit  for  Correction 

Make  a  copy  of  the  Law  manuscript  which  appears  on  page  3  of  this 
lesson.     Leave  a  4  cm  left  margin  for  binding.     Begin  13  lines  from  the  top 
and  use  the  spacing  given. 
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ACQUIRMG  CANADIAN  CITIZENSHIP 
The  Canadian  Citizenship  Act 


BY  BIRTH 

A  person  bom  after  the  thirty-first  day  of  December,   1946,  is  a  natural- 
bom  Canadian  if:    (1)  He  (or  she)  was  born  in  Canada  or  in  a  Canadian  ship 
(including  aircraft).     This  is  so  even  though  his  father  or  mother  or  both  may 
not  have  been  Canadian  citizens  at  the  time  of  his  birth.     (2)  He  was  bom 
elsewhere  than  in  (1),  above,  and  his  father  at  the  time  of  that  person's  birth 
was  a  Canadian  citizen. 


BY  NATURALIZATION 

An  alien  who  has  been  admitted  to  Canada  for  permanent  residence  may 
be  granted  a  certificate  of  citizenship  by  following  the  procedure  as  outlined 
here:    filing  the  application,   securing  a  hearing  before  a  judge,  and  taking  the 
Oath  of  Allegiance. 

In  the  case  of  a  minor  child  of  a  naturalized  Canadian  citizen,  a 
certificate  of  citizenship  may  be  granted  upon  application,  and  providing  the 
child  has  been  lawfully  admitted  to  Canada  for  permanent  residence.    A  child 
who  is  fourteen  years  of  age  or  more  must  have  an  adequate  knowledge  of 
either  the  English  or  the  French  language,  and  must  take  the  Oath  of 
Allegiance . 

CASE  STUDY 

Lotta  was  born  in  Canada  shortly  after  her  parents  emigrated  to  this 
country.     Her  parents  have  not  yet  become  naturalized  citizens.     Is  Lotta  a 
Canadian  citizen?  Explain. 
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ASSIGNMENT  7-B— Submit  for  Correction 

Type  the  first  page  of  this  experiment  beginning  on  line  13.     Sketch  the 
diagrams  with  the  paper  out  of  the  machine.      (You  may  trace  the  sketch  given, 
draw  one  of  your  own,  or  use  a  Science  template  if  one  is  available.) 


SCIENCE  EXPERIMENT 


PURPOSE 


In  this  investigation  you  are  to  determine  the  boiling  point 
of  a  pure  substance. 


APPARATUS 


thermometer 

stirring  rod 

beaker 

150  ml  water 

ring  clamp 


bunsen  burner 


retort  stand 


PROCEDURE 

1.  Arrange  the  apparatus  as  shown.     Be  careful  to  ensure 
that  the  thermometer  bulb  does  not  touch  the  beaker. 

2.  Heat  the  water  usinq  a  burner  with  an  Intense  flame. 

o 

When  the  temperature  of  the  water  reaches  90  C,  begin 
reading  the  temperature  of  the  solution  to  the  nearest 
0.2  C,   at  30-second  intervals,   until  six  minutes  have 
elapsed. 

3.  Record  the  data  on  a  sample  data  sheet. 

L,,     Plot  the  data  on  a  temperature-time  graph. 
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Page  2 


OBSERVATIONS 


Time  (min.)       Temperature  (  C) 


0.0 
0.5 
1.0 
1.5 
2.0 
2.5 
3.0 
3.5 
4.0 
4.5 
5.0 
6.0 


90.0 
90.4 
91.0 
92.2 
93.0 
95.0 
96.0 
97.6 
98.8 
99.6 
99.8 

99e8 


Observations 
clear,   colourless  liquid 
smooth  surface 

heat  ripples  through  liquid 

bubbles  forming  on  bottom 

bubbles  rising  quickly 
surface  broken 


0) 

u 
a 

s 

H 


105 


100 


2        3        4        5  6 
Time  (minutes) 


QUESTIONS 

1.  According  to  your  graph,  what  is  the  boiling  temperature  of 
wate  r  ? 

2.  What  factors  could  have  an  effect  on  the  boiling  temperature 
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TIME  ZONES 


Yukon 


N.W.T. 


Alta.  Sask 


^  1 

CD 

1— ' 

Man 


Ont 


P.E.I 


N.B 


N.S. 


Ruled  and  boxed  tables  may  be  typed  first,  then  the  paper  removed 
from  the  machine  and  the  rulings  drawn  with  pen  and  straight  edge. 

Some  applications,  however,  lend  themselves  to  drawing  or  ruling  out  the 
typewriter  before  typing  to  complete. 


ASSIGNMENT  7 -C- -Submit  for  Correction 


Sketch  or  trace  the  above  map.  Insert  paper  in  the  typewriter  and  type 
the  information  required. 
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Lesson  7 


Type  the  Social  Sciences  essay  which  appears  below  in  bound  manuscript 
style.     Use  double  spacing  and  indent  paragraphs  five  spaces.     Single  space 
each  enumeration  and  indent  five  spaces  on  either  side. 

DO'S  AND  DON'TS  OF  LIFE  IN  ASIA 
By  (Your  Name) 

Social  Etiquette  or  What  Not  to  Do  in  Singapore  and  How  Not  To  Do  It 
has  been  written  for  the  benefit  of  visitors  from  across  the  Pacific . 

The  booklet  is  filled  with  tips  on  local  customs  to  help  wary  North 
Americans  avoid  social  pitfalls. 

More  than  75  per  cent  of  the  2,2  million  population  is  ethnic  Chinese. 
There  are  Malay  and  Indian  minorities. 

The  customs  and  taboos  compiled  by  Jo  Ann  Craig  are  based  on  religious 
practices  and  local  habits.     Craig's  20 -page  booklet  was  sponsored  by  the 
Singapore  American  School.  Her  husband  is  assigned  there  on  business. 

In  a  chapter  on  cultural  and  personality  differences  between  East  and 
West,  she  advises  curbing  temper.     The  outspokeness,  boldness  and  aggres- 
siveness are  not  regarded  as  admirable  traits  by  most  Asians. 

The  average  American  is  giant-sized  compared  with  the  average  Asian. 
He  is  hairy.     He  smells  differently,  probably  because  of  the  vast  amounts  of 
meat  that  he  consumes. 

Add  to  this  what  appears  to  be  a  loud  and  booming  voice,  and  aggressive 
attitude,  a  clever,   snappy  answer  to  everything  and  compare  this  with  the 
quiet,   reserved  and  modest  attitude  of  the  Asian.     If  we  take  a  look  at  our- 
selves the  way  others  might  look  at  us,  maybe  we  can  tone  ourselves  down 
a  bit  so  we  won't  seem  to  be  so  overwhelming. 

Other  suggestions  from  Craig  are: 

1.  Avoid  the  quick  use  of  first  names  or  nicknames  upon  meeting 
a  Singaporean  for  the  first  time . 

2.  Avoid  casual  touching  of  the  opposite  sex. 

3.  Avoid  unwitting  use  of  offensive  gestures.     These  include 
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pointing  with  the  forefinger  at  a  person--try  a  thumb  instead. 
Beckoning  for  someone  with  a  waggling  forefinger  is  extremely 
offensive.     Calling  someone  with  the  first  two  fingers  of  the 
hand  also  is  considered  rude.    A  fist  made  with  the  right 
hand  slapped  against  the  open  left  palm  is  extremely  obscene. 
Hands  on  the  hip  are  a  sign  of  anger. 

Three  chapters  of  the  booklet  explain  some  of  the  social  graces  in  the 
Chinese,  Malay  and  Indian  communities,  including  the  proper  uses  of  surnames 
introductions,  visits  to  homes,   gifts,  meals,   weddings  and  religious  customs, 

Some  of  the  things  not  to  do  and  how  not  to  do  them: 

1.  Don't  arrive  on  time  at  a  Chinese  wedding  as  this  may  be  taken 
as  a  sign  of  greed.    Arrive  about  20  to  30  minutes  late. 

2.  Never  bring  simple  gifts  to  a  person's  home  in  odd  numbers. 
Offer  six  pieces  of  fruit,   or  two  boxes  of  candy.  Odd 
numbers  are  a  sign  of  death  and  may  cause  a  feeling  of 
unease . 

3.  Don't  leave  a  cup  of  tea  untouched  when  one  is  served  with 
a  Chinese  meal.    At  least  two  sips  should  be  taken  to  avoid 
seeming  rude . 

4.  Never  stick  the  chopsticks  upright  in  the  rice  bowl.  This 
would  be  a  bad  omen  as  a  single  chopstick  stuck  upright  in 
a  bowl  of  rice  at  a  Chinese  funeral  indicates  the  separation 
of  the  person  who  has  died. 

5.  Don't  be  surprised  when  soup  is  eaten  noisily  or  a  Chinese 
table  companion  slurps  soup  with  gusto.     Slurping  soup  is 
considered  acceptable.     Burping  is  a  sign  of  appreciation. 

6.  Never  forget  to  take  off  your  shoes  before  entering  an 
Indian  or  a  Malay  home . 

7.  Don't  pat  an  Indian's  head,  not  even  a  child's.     The  head 
has  special  significance. 

8.  Never  offer  a  gift  to  an  Indian  with  the  left  hand.     The  left 
hand  is  used  for  hygienic  purposes  and  it  is  considered 
disrespectful  to  touch  anything  with  it,  to  handle  or  receive 
anything  with  it  or  to  eat  with  it. 
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Type  the  following  rough  notes  in  single -spaced  unbound  manuscript  form. 


Preparing  for  the  Job  Intervie 


w 


The  private  conversation  between  you  and  aAem^oj^^Jj^^^^led 
the  job  interview.     This  is  your  opportunity  to  tcU^^im^  jrou£^  ^.^L^ 
qualificajjCjons  for  the  job  vacancy  and  to  find  out  was  is  expected 
of  you. 

Here  are  a  few  ideas  for  your  job  interview: 

-/^ 

1.     Make  X  Plan.     Preparation  for  the  interview  should  begins  the 
^ight  before.     Plan  what  clothes  you  intend  to  wear  and  have 
"'them  readyo     Get  a  good  night's  sleep  so  you  can  be  well-rested  and 

\     2.    Know  What  to  Ask.     Make  a  list/^that  you  want  to  ask  about  the 
/J-^  job.    These  would  include  such  subject^  as// hours,   s^iM^ ,  ^dp^^c^^^^^ 

benefits  and  poaaibilitica  of  advancement. 

Go  By  Yourself.     Go/falone.     If  you  take  a  friend,^  thoy  might 
think  you  couldn't  handle  the  job  by  yourself. 


By  making  the  right  preparations,  you  can  create  a  good  impres^ 
Sion^  during  the  job  interview.    And^  a  good  impression  made  at  the 
right  time  often  leads  to  landing  a  good  job. 
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Type  the  following  rough  notes  in  double -spaced  unbound  manuscript  form. 


^y/The  Job  Interview 


As  summer  approaches,   many  people  will  be  seeking  full-  or 


part-time  work.     Good  jobs  are  sometimes  h4^  to  get,   and  it  is 
often  the  interview  which  determines  which  applicant  is  hired. 

Even  though  you  have  good  skills  and  you  are  a  -geed  worker, 
often  another  factor  will  determine  4^'  you  get  the  ^efer:  your 
personality.     During  the  interview,  the  proopGctiv^o  employer/^ tries 


to  find  out  about  you  as  a  person.    You  will  be  ready  for  his  or 

her  questions  if  you  follow  these  ^e^w  guidelines: 

1.  Know  yourself.  What  are  your  interests  and  qualifications  for 
the  job  you  seek.''  Be  prepared  to  talk  about  them  briefly  and 
intelligently . 


2.  Know  something  about  the  firm.     The  more  you  know  about 
the  firm,  the  better  able  you  will  be  to  suggest  ways  you 

jrj^  ^caxi^helpj\the  company. 

3.  Check  your  personal  appearanc_e.  Before  you  leave  for  the 
^-^-^Iht e r vie w ,  make  sureXcvcr^^hing  is  neat  and  clean.     Do  not 

wear  jeans,  gaudy  jewelry.'^heavy  make -up0 


The  interview  can  be  a  very  interesting  experience  and  should  not 
frighten  anyone  who  is  prepared . 
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FOOTNOTE  FORM 

In  school  you  will  often  have  to  prepare  themes,   reports,  or  term 
papers  which  require  library  research.     When  you  quote  from  the  written 
material  of  others,  or  use  ideas  of  an  author,  you  must  acknowledge  the 
source  of  your  information.     This  is  usually  done  by  means  of  a  footnote 
reference  with  the  footnote  itself  appearing  at  the  bottom  of  the  page  on 
which  the  reference  is  made. 

In  this  manuscript  page,  you  will  cover  the  proper  order  and  form  of 

footnotes.     Note  that  the  footnotes  are  separated  from  the  manuscript  by 

one  blank  line  space  and  a  dividing  line  5  cm  long.     Footnotes  are  indented 

to  the  paragraph  point,  preceded  without  spacing  by  a  reference  figure  raised 

one-half  line  space,  and  single- spaced  with  double  spacing  between  footnotes. 

Footnotes  should  be  typed  so  that  the  last  line  of  the  last  footnote  ends 

approximately  2.5  cm  from  the  bottom  edge  of  the  paper.     A  footnote 

reference  to  material  which  appeared  in  a  book  would  be  typed  in  the  form 

of  the  first  footnote  shown  below.  ^    A  citation  from  a  magazine  article  would 

2 

be  typed  in  the  form  of  the  second  footnote. 

"^Marjory  G.  Cook,  The  New  Library  Key,  Second  edition.  H.  W.  Wilson 
Co.,  New  York,   1976,  page  34. 

2 

Gregory  Tiffin,   "The  Divisional  Reading  Room,"  Wilson  Library  Bulletin 
March,   1975,  page  456. 
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ASSIGNMENT  7 -G- -Submit  for  Correction 

Make  a  copy  of  the  manuscript  that  appears  on  page  11  of  this  lesson. 
Use  double  spacing  and  a  15  cm  line  length.     Your  copy  will  not  end  at  the 
same  point  as  in  the  illustration  so  be  sure  to  listen  to  the  margin  bell. 
Divide  words,  if  necessary,   according  to  the  rules  for  word  division. 

ABBREVIATIONS  IN  FOOTNOTES 

In  order  to  conserve  space  and  save  time,   abbreviations  are  made  in 
footnotes.     The  commonly  used  abbreviations  are  outlined  for  you  below. 


ASSIGNMENT  7 -H- -Submit  for  Correction 

Make  a  copy  of  the  following  information.     Use  a  15  cm  line  and  double - 
spacing.     Single -space  the  examples.     Triple -space  before  sideheadings . 
Leave  a  5  cm  top  margin . 

ABBREVIATIONS  IN  FOOTNOTES 


Ff. 

The  term  "ff."  means  "and  following  pages."    For  example, 

1.     Lois  L.  Hudson,   Standard  Handbook  for  Secretaries, 
Seventh  Edition  (New  York:    McGraw-Hill,   1983),   page  290  ff. 


Et_al. 

"Et  al."  means  "and  others."    It  is  used  when  there  are  three  or  more 
authors  of  a  book«     For  example, 

2.     John  L.  Rowan,  et  al.  ,  Gregg  Typing,   (New  York: 
McGraw-Hill,    1982),   page  165. 


Loc.  cit. 

"Loc.  cit."  means  "in  the  same  book  (same  page)  identified  in  the 
preceding  footnote."    For  example, 

3.  Harvey  H.  Smythe,  Typewriting  for  Colleges  (New  York: 
McGraw-Hill,    1983),   page  205. 

4.  Loc.  cit. 
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Page  2 


Op.  cit. 

"Op.  cit."  means  "in  the  book  by  this  author  which  was  previously 
identified. 

5.  Rowe,  op.  cit.,    page  72. 

Ibid. 

"Ibid."  means  "in  the  book  (different  page)  identified  in  the  precedin; 
footnote."    For  example, 

6,  Rowe,  op.  cit.,  page  72. 


7.     Ibid. ,  page  393 o 
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BIBLIOGRAPHY  FOR  A  IV  ^NUSCRIPT 

At  the  end  of  the  manuscript,  the  references  you  used  are  listed  alpha- 
betically by  the  author's  surname.     Each  entry  is  single -spaced  and  begins 
even  with  the  left  margin.     Subsequent  lines  are  indented  five  spaces.  Double 
space  between  entries.     The  title  is  centered  and  typed  in  ALL  CAPITALS. 
The  margins  are  the  same  as  those  used  on  page  one  of  the  manuscript 
(i.e.  5  cm  top  margin  and  2.5  cm  side  margins). 

The  typographical  format  to  follow  is: 

1.  the  author's  name,   reversed  (i.e.  surname  first,   comma,  initials  or 
given  names),  followed  by  a  period  and  two  spaces; 

2.  the  title  of  the  book,  underlined,  followed  by  a  period  and  two  spaces 

3.  place  of  publication,  followed  by  a  colon  and  the  publisher  followed  b^ 
a  comma  and  one  space; 

4.  date  of  publication,  followed  by  a  period. 


ASSIGNMENT  7-1- -Submit  for  Correction 

Make  a  copy  of  the  Bibliography  below.  Use  a  15  cm  line  and  a  5  cm 
top  margin. 

BIBLIOGRAPHY 


Atchley,  D.  W.     Physician  and  Healer.     New  York:    The  Macmillan 
Company,    198I  . 

Chandler,  C.  A.,  M.  D.     Modem  Men  of  Medicine.     New  York:  Dodd, 
Mead  &  Company,  Incorporated,   198^  . 

Coy,  Harold.     Doctors.     New  York  21:    Franklin  Bloom,  Incorporated, 
1985  • 

Fox,  Ruth.     Great  Men  of  Medicine.     New  York:    Random  House. 
Incorporated,    1983  . 
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ASSIGNMENT  7 -J- -Submit  for  Correction 

Type  the  following  as  a  properly  arranged  bibliography.     The  first  is 
done  for  you  as  a  pattern  to  follow.     The  rest  are  not  arranged  for  you. 
Continue  them  in  the  same  pattern  as  the  first.  Put  them  in  alphabetical 
order. 


BIBLIOGRAPHY 


Custard,  Willard  A.     Typing  Your  Term  Paper.     Toronto:  McGraw-Hill, 
1985. 

Rules  Governing  the  Typing  of  Term  Papers  by  Thomas  Martin, 

Published  by  Hampton  University  Press,  Chicago,  1984- 

Personal  Typing,  Second  Edition,  by  Allan  C.  Lloyd,  Published  by 
McGraw-Hill,  New  York,   1983  . 

Gregg  Typing,  191  Series,  by  Greg  E.  Winger,  New  York:  McGraw- 
Hill,   1982  . 
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OUTLINE  FOR  A  MANUSCRIPT 


An  outline  is  often  used  to  summarize  information  about  a  particular  topic 
or  to  present  information  in  a  concise  and  easy-to-understand  format. 

Outlines  are  usually  treated  as  displays,   centered  both  vertically  and 
horizontally. 


1.  Center  vertically  and  horizontally.     (Be  sure  to  include  the  first  Roman 
numeral  when  centering  the  longest  line.) 

2.  Set  the  left  margin  at  the  first  Roman  numeral. 

3.  Center  and  type  the  title  in  ALL  CAPITALS.     Triple -space  after  the 
title . 

4.  Main  headings  are  typed  two  spaces  after  the  Roman  numeral  period. 
Capitalize  important  words.     Triple -space  before  and  double -space  after 
each  main  heading. 

5.  Align  columns  of  numerals.     Use  the  margin  release  and  backspace  key 
to  type  outside  the  left  margin,  e.g. 


TYPING  OUTLINES 


margin 


li 


ni 


Use  margin  release 
and  backspace. 

Leave  two  spaces  after  each  period  in  the  enumerations,  e.g. 


I.^AThe 


A  ./\Alt 
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II. 


III. 


A. 


B, 


B. 


OUTLINES 


1. 
2. 


a.   

b.   

(1) 
(2) 


1. 


2, 


a. 
b. 


a. 
b. 


(1) 
(2) 


ASSIGNMENT  7 -K- -Submit  for  Correction 

Center  the  outline  shown  on  page  18  on  a  full  sheet  of  paper  in  outline 
format. 
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GROWING  STRAWBERRIES 
3 

I.     Planting  Strawberries 

A  .    Choose  a  suitable  location 

1.  Moist 

2.  Low  to  avoid  frost  damage 

3.  Sheltered  from  dry  winds 

Be    Prepare  the  soil 

1 .  Dig  thoroughly 

2.  Summer  fallow  the  patch 

3.  Add  nutrients  to  the  soil 

a .  manure 

b.  compost 

c.  peat  moss 

IP- 

C.  Select  the  plants 

1.  Hardy  vigorous  breeds 

2 .  Purchase  from  reputable  supply  house 

3.  Transplant  from  home  grown  ones 

a.  Desirable  Characteristics 

(1)  sturdy 

(2)  uncrowded 

(3)  young 

b.  Preparation 

(1)  dig  carefully 

(2)  trim  runner  ends  and  old  leaves 
|2 

D .  Planting 

1.  Time --early  spring 

2.  Matted  row  system--allow  runners  to  grow 

3 

A/ 

n.     Maintenance  and  Care  of  Strawberries 

A  .    Cultivate  soon  after  planting 

1 .  Destroys  weeds 

2.  Conserves  moisture 

B.    Water  thoroughly 

III .  Harvesting 

A  .    Do  not  harvest  first  year 


B.    Pick  every  2-3  days 
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ACCURACY  DRILLS 

LINE  "  70 
SPACING  -  2 

Practise  for  accuracy  on  these  double -letter  words.  Type  each  line  twice 
trying  to  limit  your  errors  to  one  every  two  lines. 

groom  illness  happy  correct  syllable  efforts  cannot  sees  rattling  keeps  14 
rattling  narrow  you* 11  straggling  naturally  looking  bottle  office  he'll  14 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 

SPEED  DRILLS 

Practise  for  speed  on  these  alternate -hand  words.  Take  three  l/2 -minute 
timings  on  the  line  trying  to  increase  your  speed  each  time . 

suspect  what  tick  blame  right  when  their  they  handle  work  is  if  it  13 
1        2        3        4        5        6        7        8        9      10      11      12  13 

TIMED  WRITING 


Submit  three  VALID  five -minute  timings  on  the  timing  on  page  20. 
Remember,  a  valid  timing  will  have  no  more  than  four  errors.    Aim  for 
40  wam . 
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As  far  as  your  boss  is  concerned,    you  have  no  troubles.       He  may  13 

have  troubles:     If  he  has  a  headache,  a  flat  tire,  illness  at  home,  he  27 

can  let  everyone  know  about  it.  You  can't.  There  is  no  doubt  about  it™  41 

you  must  keep  your  employer  happy.  If  he  wants  you  standing  outside  his  55 

door  when  a  client  calls,  lurk.    If  he  wants  you  to  leave  the  of  f ice  \7hen  69 

a  friend  comes  in,  sense  it  and  leave.  77 

Some  men  like  to  have    their   secretary  correct    the  mistakes  they  90 

dictate.  Others  bristle  at  the  thought  of  so  much  as  a  syllable  changed,  104 

right  or  wrong.     If  your  first  efforts  don't  tell  you   his   preference,  118 

ask  him.  120 

You  were  hired  to  work  for  the  man,  not  to  flirt  with  him.     Leave  133 

personalities  completely  out  of  your  relationship.    And  when  you  reach  147 

the  state  where  you  handle  his  confidential  matters ,  resist  every  tempta-  161 

tion  to  blab.  A  girl  who  can  be  trusted  is  real  gold — one  who  cannot  be  175 

trusted  stays  a  straight  typist.  181 

If  he  walks  in  just  once  as  you  are  patching  your  nail  polish,  he' 11  194 

be  sure  you  snatch  up  the  bottle  every  time  he  leaves.     If  he  sees  one  208 

narrow-margined,  personal-looking  letter  rattling  away,  he  will  suspect  222 

that  your  personal  mail  is  what  makes  your  typewriter  tick.  Don't  blame  236 

the  man  for  being  suspicious;  just  stop  and  consider  how  much  a  minute  250 

he  is  paying  you  to  do  his  work.      Naturally  you'll  take  time  to  groom  264 

straggling  locks — but  don't  go  in  for  beauty  treatments  on  office  time.  278 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 
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ASSIGNMENT  CHECK  (/) 
Check  off  the  following  as  you  place  it  in  the  envelope  for  mailing. 


ASSIGNMENT 

7 

-A, 

manuscript, 

page 

2 

ASSIGNMENT 

7 

manuscript, 

page 

4 

ASSIGNMENT 

7 

-c, 

map,  page  6 

ASSIGNMENT 

7 

"D, 

manuscript. 

page 

7 

ASSIGNMENT 

7 

-E, 

manuscript, 

page 

9 

ASSIGNMENT 

7 

-F, 

manuscript, 

page 

10 

ASSIGNMENT 

7 

-G, 

manuscript, 

page 

12 

ASSIGNMENT 

7 

-H, 

manuscript, 

page 

12 

ASSIGNMENT 

7 

-I, 

bibliography, 

page 

14 

ASSIGNMENT 

7 

-J, 

bibliography. 

page 

15 
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outline ,  page 

17 
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End  of  Lesson  7 


LESSON  RECORD  FORM 


2565  Typewriting  20 
Revised  87/03 


FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(if  label  is  missing 
or  incorrect) 

File  Number 
Le5555on  Number 

Student's  Questions 
and  Comments 


CO 

in 

I 

cd  io 
Z  < 


C3  O 


FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Marl<: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  In  a  separate  envelope. 


3c    POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 


Typewriting  20  -  1  -  Lesson  8 

SOME  IMPORTANT  POINTS  ABOUT  MANUSCRIPTS 


1,    A  15  cm  line  is  used.    A  good  rule  to  remember 
is  to  leave  2 . 5  cm  margins  on  each  side .  This 
means  the  line  length  will  be: 

60  spaces  on  PICA  machines 
70  spaces  on  ELITE  machines 
65  spaces  on  BROTHER  machines 


2 .    A  top  margin  of  5  cm  is  used  on  the  first  page 
In  other  words,  the  title  is  typed  on  line  13. 


3.    On  the  second  and  following  pages  of  a  manuscript,  the  page  number  is 
typed  on  line  7,  pivoted  from  the  right  margin.     (This  leaves  a  2.5  cm 
top  margin.)    Return  the  carriage  three  times  after  typing  the  page 
number . 


4.     Double  spacing  is  commonly  used.     (One  blank  line  must  appear  between 
two  typed  lines.) 


5.     Two  blank  lines  separate  the  heading  of  a  manuscript  from  the  body.  If 
there  are  two  or  three  lines  in  the  heading,  leave  one  blank  line  between 
each  typed  line,  but  always  leave  two  blank  lines  between  the  heading  and 
the  body  of  a  manucript. 


6.     Footnotes  belong  at  the  bottom  of  the  page  on  which  reference  to  them  is 
made.    Each  footnote  is  a  separate  paragraph,  is  indented,  is  single 
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IT'S  NOT  ALL  SAUERKRAUT 
By  Carol  Wright 

"Our  Bavarian  food  is  heavy,  but  natural  and  simple,  "  the  chef 
at  the  Munich  Hilton  told  me,  and  this  applies  to  much  of  Germany's 
food.     The  Germans  love  feasting  and  still  have  traditional  days  to 
celebrate.     There's  fasching,  the  Lenten  carnival;  the  Oktoberfest 
beer  festival;  and  the  Christmas  Market,   all  in  Munich.  Christmas 
is  a  well-loved  occasion,  and  many  of  our  British  traditions  came 
from  Germany  when  Prince  Albert  married  Queen  Victoria  and  intro- 
duced German  customs  to  the  royal  household.     The  Christmas 
decorations  of  greenery  are  Germanic  and  so  too  is  our  diet -defeating 
plum  pudding,   served  in  Germany  flamed  in  rum  or  with  a  foamy 
vanilla  wine  sauce. 

WEIHNACHTSGEBACH 

One  tradition  British  cooks  must  be  thankful  Prince  Albert 
didn't  establish  is  the  'weihnachtsgebach'  or  Christmas  baking.  Even 
now,   German  housewives  begin  baking  about  25  types  of  traditional 
biscuits,   cookies  and  gingerbread  four  weeks  before  Christmas, 
icing  them  and  mixing  in  ginger,   cardamon,   anise,    nutmeg  and 
vanilla,   so  that  the  house  smells  warm  and  spicy  right  through 
Advent.    Apples  and  nuts  are  gilded  and  marzipan  fruits  and  figures 
are  hung  on  the  trees.     Lebkuchen,   a  dry  cake  bread  - -originally  a 
lover's  gift --is  made  with  up  to  12  spices  and  eaten  on  Christmas 
Eve;  each  family  diner  has  one  placed  at  his  plate.     Usually  made 
heart  shaped,  they  often  have  names  or  messages  iced  on  them. 
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EARLY  PREPARATIONS 

Early  preparations  for  Christmas  food  begin  in  summer  when 
the  fruits  are  available.     The  housewife  then  packs  fruits  such  as 
raspberries  or  strawberries  in  large  pottery  jars  and  marinates 
them  in  rum  and  sugar  syrup  until  at  Christmas  the  'rum  pot'  is 
opened  and  the  fruit  served  with  clotted  or  whipped  cream,  or 
vanilla  ice-cream.    Instead  of  our  Christmas  cake  there's  'stollen', 
a  sweet  yeast  bread  studded  with  candied  fruits  and  currants. 
Baumkuchen  is  a  cake  made  on  a  spit  to  resemble  the  trunk  of  a 
tree.     Layers  of  spiced  liquid  biscuit  dough  are  poured  over  the 
turning  spit.     Each  layer  is  glazed  with  sugar.     The  finished  cake 
can  be  from  2  to  5  feet  long  and  is  served  shaved  in  thin  slices. 
The  Christmas  cookies  are  piled  in  platters  so  family  and  guests 
can  help  themselves  during  the  festivities. 

On  Christmas  Eve  the  meal  is  often  carp  in  Swabia  served  with 
gingerbread  and  gingersnaps.     For  midday  on  Christmas  day,  the 
usual  meal  is  roast  goose  stuffed  with  prunes  and  apples  with  chest- 
nuts,  red  cabbage  or  sauerkraut  and  big  dumplings.     For  New  Year 
carp  is  served  in  North  Germany;  scales  are  taken  from  the  fish 
and  kept  as  good  luck  tokens  through  the  coming  year.     In  Bavaria 
at  Christmas  time  a  dessert  of  rice  pudding  or  souffle  is  traditional. 
One  almond  is  put  in  the  pudding  and  the  finder  is  rewarded  with  a 
present . 

SAUERKRAUT 

One  tends  to  think  Germans  eat  nothing  but  sauerkraut,  but  in 
fact  it  was  invented  in  China --and  the  French  now  eat  more  of  it 
than  the  Germans.     However,  it  forms  the  main  vegetable  of  Bavaria, 
often  sprinkled  with  carraway  seed.     Sauerkraut  Pickert  is  a  good 
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winter  dish  made  from  canned  sauerkraut: 

Grease  an  ovenproof  dish  with  lard  and  scatter  in  1  to  2 
lb.  canned  sauerkraut.     Finely  dice  2  onions  and  scatter 
on  the  top.     Pour  over  a  scant  1  pint  of  stock,   and  cover 
with  7  oz.  cooked  ham  in  slices.     Peel  2  l/4  lb.  potatoes, 
grate  them  coarsely  with  salt  to  taste  and  spread  them 
over  the  ham.     Sprinkle  the  potatoes  with  1  oz.  grated 
cheese  and  place  knobs  of  butter  on  top.     Bake  in  a  hot 
oven  for  45  minutes. 

BIG  EATERS 

In  general  the  Bavarians  are  big  eaters  and  retain  their  habit 
of  five  meals  a  day.     There's  breakfast  with  coffee  and  sesame  or 
poppy  seed  rolls.     Some  breads  are  salted  and  made  in  pretzel 
shapes,  some  of  them  big  enough  for  20  people.    They  are  served 
with  beer  to  encourage  a  thirst.    In  the  Munich  Hilton  they  serve  a 
Bavarian  breakfast  platter  of  apple  pancakes  and  syrup;  then  assorted 
sausages,   smoked  ham  with  Quark  cream  cheese  and  chives  and  a 
selection  of  breads.     'Friihshoppen'    is  white  sausages  eaten  with 
bread,   served  with  a  sweet  mustard  made  with  brown  sugar  in  it, 
and  beer.     For  lunch  there's  a  choice  of  over  100  varieties  of 
sausage,  with  soup  and  salads. 

They  say  in  Bavaria  'meat  is  the  best  vegetable',  and  meat 
forms  the  mainstay  of  the  main  meals.     'Haxen'  of  veal  or  pork 
legs  are  favourites  and  are  grown  to  massive  size.     Two  recipes 
using  pork  German  style  are  Gentlemen  Cutlets  and  Hanneliese's 
Hot  Pot: 

For  Gentlemen  Cutlets  for  2  people,  peel  1  onion  and  slice 
thinly.     Beat  2  pork  chops  and  rub  them  with  chopped 
carraway  seeds  and  a  pinch  of  garlic  salt. 


roughly  translates  as  'elevenses' 
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Heat  3  tablespoons  fat  in  a  pan  and  fry  the  chops  for  2 
minutes  on  each  side.     Salt  them,  put  them  aside  and  keep 
hot.     Fry  the  onion  until  transparent,  add  mustard  to  taste, 
2  tablespoons  of  capers,   2  tablespoons  of  sour  cream  and 
salt  to  taste.   Cook  chops  in  this  mixture  for  five  minutes. 

To  make  Hanneliese's  Hot  Pot  for  4  people,   cook  just 
over  1  lb.  spare  ribs  of  pork  with  salt  in  3  l/2  pints 
water  for  40  minutes.     Clean  1  lb.  2  oz.  runner  or  French 
beans  and  break  into  pieces.    Add  to  the  meat  and  continue 
cooking.     Skin  1  lb.  2  oz.  tomatoes  and  cut  into  pieces. 
Add  tomato  and  1  stock  cube  to  the  meat.     Cook  until  beans 
are  soft.    Knead  1  oz.  butter  with  1  level  tablespoon  of 
flour,  and  whisk  into  the  boiling  vegetable  until  it's  thick- 
ened.     Add  1  bunch  chopped  parsley  and  l/2  teaspoon  finely 
ground  black  pepper.  Mix  well.     Serve  with  boiled  potatoes « 

Bacon  with  German  Mustard  Sauce  is  a  dish  with  a  delightful 
tang.     For  6  people,  soak  a  3  lb.  piece  of  forehock  or 
bacon,  boned,   rolled  and  tied,  in  cold  water  for  several 
hours.    Drain  and  place  in  a  pan  with  cold  water  to 
cover.     Bring  to  the  boil  slowly  and  then  remove  from  the 
heat.     Drain  and  replace  with  fresh  cold  water.     Add  2 
bay  leaves,   3  onions  peeled  and  chopped,   2  sprigs  parsley, 
and  a  generous  pinch  of  dried  thyme.     Bring  to  boil  and 
simmer  gently,  allowing  25  minutes  to  each  lb.  Test 
to  see  if  the  meat  is  cooked  by  pushing  a  skewer  into 
the  meat --if  it  goes  in  and  out  easily  it  is  ready.  Re- 
move strings  and  rind  and  serve  with  Mustard  Sauce . 
To  make  this,  melt  1  oz.  margarine  in  a  pan.  Re- 
move from  heat  and  stir  in  1  oz.  flour  and  1  table- 
spoon of  Colman's  German  mustard.    Add  1/2  pint  of 
milk  and  bring  to  the  boil  over  a  low  heat,   stirring  all 
the  time . 

Potatoes,  fried  thin,   grated  into  crispy  pancakes,   or  served  as 

potato  salad  are  as  loved  as  dumplings  and  noodles.     Salads  often 

go  with  hot  dishes.    And  sweet  things  such  as  apples  stuffed  with 

raisins  are  served  with  meats. 

Berlin  Baked  Apples  can  be  a  pork  accompaniment  or 
served  as  a  good  winter  dessert.     For  4  people,   core  8 
medium -sized  apples  and  place  each  on  a  piece  of 
greased  foil  (use  butter)  and  fill  the  apple  with  butter. 
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raisins  and  sugar.     Sprinkle  with  a  little  brandy.  Close 
the  foil  firmly  round  the  apple  and  bake  in  a  hot  oven  for 
about  20  minutes.     Serve  the  apples  in  the  opened  foil. 
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EXPLORING  THE  EUROPEAN  COOKBOOK 
By  Carol  Wright 

The  Scandinavian  cold  table  is  famous  all  over  the  world.    The  Swedish 
word  "Smorgasbrod"  by  which  it  is  known,  means  "bread  and  butter 
table,"  and  appears  in  Norway  and  Denmark  too. 

The  custom  derives  from  long  cold  winters  and  brief  social  summers 
in  Scandinavia.     Parties  are  special  occasions  and  the  Danes  are  a  most 
hospitable  people.     In  the  old  days,   with  difficult  communications,   it  was 
often  convenient  to  have  cold  dishes  that  would  keep  well  until  guests 
arrived.    With  modern  developments  such  as  canning  and  with  the  coming 
of  the  railways,  the  greater  movement  of  people  produced  great  cold 
tables  at  hotels  all  along  the  railway  routes.    A  hot  dish  is  usually 
served  as  the  final  course. 

The  cold  table  is  one  way  of  putting  on  an  interesting  buffet  supper 
without  having  to  worry  about  keeping  things  hot,  and  it  is  suitable  for 
any  time  of  year.     The  Danish  Food  Centres  in  London,  Manchester, 
Birmingham  and  Glasgow  will  give  you  help,   and  sell  many  of  the  ingre- 
dients needed   as  well  as  ready-made  dishes.     Try  the  cold  table  yourself 
by  having  dinner  at  one  of  the  centres,   which  also  have  leaflets  that  will 
help . 

SAMSOE  AND  FRIKADELLER 

A   couple  of  typical  Danish  recipes  that  can  be  used  for  cold  table  are 
Samsoe  Salad  Tomato  Ring  and  Frikadeller,  Danish  Meat  Balls.      For  the 
Samsoe  Salad cut  6  oz.   Samsoe  Cheese  (one  of  the  excellent  varieties  of 
Danish  cheese)  and  2  in.  cucumber  into  cubes.     Cut  2  oz.  Danish  cooked 


1.  Linda  M.Hutchins,  Cheeses  of  Denmark,  First  Edition  (Toronto: 
McGraw-Hill,    1976),  page  257. 
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ham  into  strips.     Skin  and  de-seed  3  tomatoes.     Mix  together  4  level 
tablespoons  mayonnaise,   l/2  level  teaspoon  grated  onion.     Add  l/4  pint 
double  cream,   whipped,  and  stir  well.     Combine  with  the  other  ingre- 
dients and  serve  in  the  centre  of  a  tomato^  ring  or  on  lettuce  with  rye 
bread  fingers.     To  make  the  tomato  ring,     soak  4  gelatine  leaves  (or 
1/2  oz.  powdered  gelatine)  in  cold  water  for  3  minutes.  Dissolve  in  l/4 
pint  boiling  water.    Add  3/4  pint  tomato  juice,   1  teaspoon  lemon  juice, 
dash  of  Worcestershire  sauce,  salt  and  pepper.     Stir  well.     Pour  into 

1  pint  ring  mould.     Leave  to  set.     Turn  out  and  fill  with  the  salad. 

3 

To  make  the  Frikadeller    for  four  people,  mince  finely  8  oz .  chuck 
steak,   8  oz.  pork  fillet  and  1  large  onion.    Add  4  oz.  white  breadcrumbs 
and  beat  in  8  fluid  oz .  of  soda  water  and  1  beaten  egg.    Add  salt  and 
pepper  and  chill  for  1  hour.     Shape  the  mixture  into  8  oblongs,   3  in.  by 

2  in.  and  3/4  in.  thick.     Heat  2  oz.  butter  and  2  tablespoons  oil  together 
in  a  large  frying  pan  and  fry  the  Frikadeller  till  browned  on  each  side . 
(6-8  minutes)  o     Drain,  and  serve  immediately. 

DANISH  CHRISTMAS 

The  Danish  housewife  doesn't  cook  on  Christmas  Day,   but  lets  her 
family  help  themselves  from  a  large  cold  table.     But  the  Danish  Christ- 
mas feast  takes  place  on  Christmas  Eve  and  is  a  big  family  event  with  a 
traditional  meal  followed  by  coffee  and  special  biscuits  served  round  a 
lighted  Christmas  Tree.    As  in  other  Continental  countries,  special 
spiced  home-made  biscuits  are  an  important  part  of  Christmas  fare,  and 
neighbours  and  friends  during  the  Christmas  holiday  drop  in  to  eat  these 
with  a  drink. 

The  Danish  Christmas  Cake  is  lighter  than  ours  and  is  covered  with 
almonds.    Almonds  play  a  big  part  in  the  Christmas  celebrations.  One 
favourite  is  a  special  Rice  and  Chopped  Almond  Dessert,   served  with  a 
delicious  Morello  Cherry  Sauce.     One  whole  almond  is  hidden  in  the  dish 
and  whoever  finds  it  will  have  good  luck  and  is  rewarded  with  a  small 
present . 


2.  Suzanne  Wahl,  Cooking  Made  Easy,  Third  Edition  (New  York: 
McGraw-Hill,   1957),  page  10. 


3.     Loc.  cit. 
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Brune  Kager    are  the  Danish  brown  Christmas  biscuits --delightful  to 
make  at  any  time.     This  recipe  makes  30  to  40.     Pre -heat  the  oven  to 
375-400  degrees  F.     Warm  4  l/2  oz.   margarine,   4  l/2  oz .  granulated 
sugar,  and  3  l/2  oz.  golden  syrup  in  a  saucepan.     Do  not  boil.  Leave 
to  cool.    Add  1  oz.  of  blanched  chopped  almonds,    l/2  oz.  of  grated 
lemon  peel  and  l/2  oz .  cut  mixed  peel.     Stir.     Add  9  oz .  plain  sieved 
flour,   with  1  level  teaspoon  baking  powder,   2  level  teaspoons  ground 
cinnamon  and  knead  the  mixture  well.     Leave  in  a  cold  place  till  firm. 
Roll  out  the  dough  l/8  inch  thick  on  a  lightly  floured  board,  then  cut  into 
rounds  about  2  l/2  in.  in  diameter.     Decorate  each  biscuit  with  a  flaked 
almond.     Place  on  well-greased  baking  sheets  and  bake  for  3-6  minutes. 

For  the  Christmas  celebration  a  punch  drink^is  often  served --a  good 
idea  for  a  party.     This  Danish  Christmas  Punch    serves  12  to  14  people. 
Mix  2  bottles  of  red  wine  (claret  type)  with  7  oz .  brandy,   3  l/2  oz . 
sherry,   and  the  juice  of  1  lemon  and  1  orange.    Add  sugar  to  taste.  Peel 
3  tangerines  and  separate  the  segments.     Wash  3  red  apples  and  core  and 
slice  them.    Add  fruit  to  the  liquid  and  chill «     Just  before  serving  dilute 
with  1  pint  soda  water. 

SMORREBROD 

Probably  the  most  famous  Danish  contribution  to  world  cookery  is 
the  Smorrebrod  or  open  sandwich,  said  to  date  from  the  time  when 
peasants  had  no  plates  but  ate  off  pieces  of  bread  instead.     The  making 
of  the  open  sandwich  is  an  art  form  in  Denmark,   with  women  being  taught 
the  various  ways  of  using  foods  to  decorate  the  single  slice  of  bread.  A 
few  of  these  make  a  complete  meal  with  coffee  or  a  beer.     Here  are  two 
ideas.     First,   Blue  Cheese  with  Radishes.     Cover  1  slice  of  buttered 
white  bread  with  lettuce.    Arrange  3  thin  slices  blue  cheese  on  top  and 
place  half  a  grape  on  each  slice.     Garnish  with  radish  roses.  Second, 
Prawn  Mayonnaise.     Cover  1  buttered  slice  of  brown  bread  with  lettuce. 
Arrange  2  oz.  cooked  peeled  prawns  in  two  lines  down  the  edges  of  the 
bread.     Spoon  or  pipe  mayonnaise  down  the  centre.     Garnish  with  a  twist 
of  lemon  and  a  sprig  of  watercress. 


4.  Lawrence  M.  Haakstahl,  Christmas  Treats,  Fourth  Edition 
(Toronto:     McGraw-Hill,    1977),   page  501. 


5.     Ibid.,   page  97. 
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For  everyday  entertaining  ^e  Danes  make  two  easily -prepared  and 
appetising  recipes.    Aeggekage  --old-fashioned  Bacon  and  Egg  Cake  is  a 
good  supper  dish.     Remove  the  rind  from  l/2  lb.  of  back  rashers,  and 
grill  till  golden  brown  and  crisp.     Meanwhile  blend  1  tablespoon  flour 
and  6  tablespoons  milk.     Beat  in  4  eggs  and  season.     Melt  l/2  oz.  butter 
in  a  frying  pan  and  heat  till  turning  brown.     Pour  in  the  egg  mixture,  and 
cook  over  a  fairly  high  heat  till  set,  lifting  the  edges  occasionally.  When 
cooked,  in  about  5  or  6  minutes,  place  the  hot  bacon  rashers  on  the  top 
and  garnish  with  chopped  chives,  parsley  or  tomato  wedges.     This  makes 
3  or  4  portions. 

7 

For  a  dinner  party  dessert,  Danish  Apple  Cake    is  excellent.  Peel 
and  core  1  l/2  lb.  of  cooking  apples.     Slice  and  cook  slowly  with  enough 
water  to  cover  the  bottom  of  the  pan.    When  soft,  mash  to  a  puree  with 
a  fork,  adding  1  oz.  butter  and  sugar  to  taste.     Leave  to  cool.  Melt 
2  oz.  butter  in  a  frying  pan,  add  2  oz.  chopped  almonds,   4  oz.  dry  white 
breadcrumbs,  and  3  oz.  sugar,  and  fry  until  golden  brown,  turning 
frequently.     Leave  to  cool.    When  apples  and  crumbs  are  cold  arrange  in 
alternate  layers  in  a  glass  bowl,  starting  and  finishing  with  bread  crumbs. 
Sprinkle  a  few  teaspoons  of  sherry  on  top.    Decorate  with  1/4  pint  double 
cream  and  red  currant  jelly.     Serves  4. 


6.  Theresa  Lohman,  European  Suppers.  First  Edition  (Amsterdam: 
Heuven-Bengte,   1969),  page  302. 


7.    Wahl,   op.  cit.,  page  91. 
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LINE  -  70 
SPACING  -  1 


S  sat  task  sales  mastery  system  easy  see  serve  salary  least  seasons  slow 

D  demand  did  proud  deed  develop  aid  dodge  diet  addict  dictate  edict  diet 

S-D  second  sad  dress  send  sadness  soldiers  aside  beside  disdain  said  speed 

0  toy  other  look  object  hot  orthodox  over  often  wrote  orange  orders  open 

1  idle  time  ice  height  ideal  incur  win  injure  raise  instead  wise  initial 
O-I  oil  iron  poise  iodine  combine  poi  loin  tonic  adjoin  invoice  omit  spoil 

R  roll  board  rod  abrupt  rat  brought  rich  sorry  rocking  artist  roam  right 

E  elate  seal  eat  people  between  ate  note  clean  enamel  evening  meant  even 

R-E  ear  rope  dream  create  release  are  ever  reply  either  respect  rest  error 

M  aim  move  empty  mistake  stamps  may  beam  member  ample  maximum  humor  mark 

N  under  nothing  been  noon  ignore  neither  enter  nation  one  noun  never  own 

M-N  men  hymn  money  amount  manager  man  many  human  minute  minimum  name  annum 

R  reach  are  road  alarm  receive  grudge  ran  area  raise  arrange  robber  read 

T  two  catch  talk  lately  thought  mental  the  sitting  time  teach  ought  take 

R-T  rot  true  write  strict  feature  tar  rent  trade  retail  strange  tear  right 

W  waltz  what  warrant  wisdom  watch  away  wan  without  always  work  way  swift 

E  eve  dear  escape  greed  explain  end  ease  erase  either  enclose  else  excel 

W-E  power  crew  whether  wander  sweep  well  owe  weather  winter  wedge  were  woe 

A  apple  pain  arc  laugh  analyze  rafter  aid  pail  about  annual  panacea  able 

S  set  rose  sense  school  pose  surmise  sod  seems  beside  system   sore  since 

A-S  sable  past  satisfy  assist  arise  seat  sat  address  asthma  coast  soap  sad 
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V  vote  avenue  vie  evasion  vital  very  vat  value  average  valley  vast  evict 
B  boy  number  body  tribute  brief  bad  both  arbor  bobbing  rubber  bill  about 

V-B  vibrate  brave  visible  above  vibrant  beverage  believe  vagabond  variable 

C  pick  coast  candy  act  circus  trace  calcium  action  collect  section  catch 

V  arrive  very  volume  strive  beloved  dive  vary  flavor  verbose  vast  visual 
C-V  cave  voice  vivacious  victim  curve  vaccinate  civic  vacant  vehicle  cover 

I  disappoint  picnic  italics  policies  indict  condition  indiscreet  infidel 

U  future  output  nurture  study  refund  suggest  consume  group  annual  should 

I-U  without  justice  business  public  visual  outline  issue  attitude  superior 


ASSIGNMENT  8 -E- -Submit  for  Correction 

Take  three  VALID  five -minute  timings  on  the  manuscript  which  appears 
on  page  14.     Remember  that  a  valid  timing  will  have  no  more  than  FOUR 
errors.    Aim  for  40  warn. 
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DEALING  WITH  THE  PUBLIC  10 

11 

By  Lloyd  Mann  17 

18 
19 

A  person  who  works  in  a  business  office  often  has  the  opportunity  33 

to  deal  with  the  public.  In  doing  so,  he  must  be  tactful,  intelligent,  47 

and  patient  to  deal  with  all  types  of  people  without  losing  business  for  61 

his  company.      Often  a  worker  is  kept  constantly  busy  directing  people  75 

to  the  proper  places,  making  appointments,  and  dealing   with   those  who  89 

do  not  have  a  good  reason  to  see  the  boss.     At  times  like  these,  it  is  103 

most  important  to  show  the  best  side  of  your  personality  by  being  polite  117 

and  cheerful  and  by  treating  each  person  as  an  individual.  To  meet  the  131 

part  of  the  public  which  is  not  always  polite  but  which  you  must  treat  145 

politely  takes  tact,  courtesy,  patience,  a  good  memory,  and  many  other  159 

traits.    Most  people  do  not  like  to  be  kept  waiting  and  want  attention  173 

at  once.  They  believe  that  what  they  desire  is  as  important  to  everyone  187 

as  it  is  to  them.  190 

It  takes  at  least  as  much  tact,  courtesy,  and  so  on,  to   meet   the  204 

public  voice  to  voice  as  it  does  to  meet  them  face  to  face.  Because  you  218 

cannot  see  the  person  to  whom  you  are  speaking,  it  sometimes  takes  even  232 

more  tact  to  talk  over  the  telephone.     When  you  speak  on  the  telephone  246 

your  whole  message  must  be  trusted  to  your  voice.  What  you  really  mean  260 

is  expressed  by  how  cheerfully  you  greet  the  caller,  by  how  clearly  and  274 

concisely  you  choose  and  pronounce  your  words,    and   by  the  inflections  288 

of  your  voice.     Before  you  answer    the   ring,  take  the    time    to  prepare  302 

yourself  to  give  the  desired  impression.  A  hastily  altered  manner  will  316 

merely  make  a  bad  impression  worse.  324 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 
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ASSIGNMENT  CHECK  (^) 
Check  off  the  following  as  you  place  it  in  the  envelope  for  mailing 


ASSIGNMENT  8 -A, 
ASSIGNMENT  8-B, 
ASSIGNMENT  8-C, 
ASSIGNMENT  8-D, 
ASSIGNMENT  8-E, 


manuscript,  page  2 

manuscript,  page  7 

title  page,  page  7 

bibliography,  page  7 

valid  five -minute  timing,  page  14 


End  of  Lesson  8 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  If  first-class  postage  Is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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DRILLS  FOR  PRACTICE 

Below  are  commonly  used  words  of  various  lengths.     Practise  them  each 
day  before  you  begin  your  assignments.     Take  one -minute  timings  on  each  line 
to  boost  your  speed.     A  word  count  is  provided  for  you  in  the  right  margin. 

THREE -LETTER  WORDS 

are  the  top  low  get  day  how  due  not  for  all  her  fly  can  one  two  own  14 

job  you  who  big  any  use  air  but  has  lay  his  may  far  way  out  pay  eye  14 

too  ink  try  why  him  few  key  ask  run  man  set  aid  yes  off  ago  jam  six  14 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 

FOUR -LETTER  WORDS 

born  that  land  them  lack  they  well  just  tell  much  only  good  week  girl  14 

most  sing  need  must  seek  ways  some  city  sort  even  when  such  work  help  14 

what  live  told  lack  deed  each  goal  ever  less  base  idea  life  zest  feel  14 

sees  play  team  part  easy  been  best  wife  sure  rule  data  firm  bath  keep  14 

lady  said  mind  suit  sock  gain  does  coat  fail  mine  real  from  true  task  14 

also  open  time  mail  post  boss  desk  face  file  buys  hide  back  jobs  able  14 

goal  next  make  done  over  call  down  name  nice  know  very  wins  mark  else  14 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 

FIVE -LETTER  WORDS 

drive  trait  vital  hours  fresh  relax  salad  drink  light  makes  taken  tired  14 

ahead  where  field  yours  night  prove  their  skill  money  begin  adapt  kinds  14 

means  plans  learn  group  worth  great  store  value  ought  spend  share  which  14 

teeth  daily  other  types  habit  clean  heard  charm  peace  shirt  being  first  14 

right  range  short  steps  final  knack  doubt  reach  never  avoid  rings  deeds  14 

rigid  large  while  drone  knows  feels  words  cases  least  moral  trust  taken  14 

brass  alert  bored  paper  enjoy  lifts  month  along  wares  avoid  years  grade  14 
1        2        3        4        5        6        7        8        9      10      11      12      13  14 
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SIX -LETTER  WORDS 


energy 

others  mental 

traits  health  versus  nerves  extend 

formal  accept 

14 

pupils 

erased  writes 

school  begins  spirit  likely  needed 

factor  people 

14 

better  yields  wealth 

living  counts  wisdom  wisely  making 

really  chance 

14 

secret 

spoken  habits 

family  number  follow  matter  unable 

custom  assume 

14 

always 

decide  boards 

esteem  nicely  should  stamps  future 

career  public 

14 

regret 

across  gossip 

fellow  afford  stands  unique  double 

person  toward 

14 

result 

finish  listen 

future  myself  gently  honest  lavish 

drapes  potted 

14 

1 

2        3  4 

5        6        7        8        9      10  11 

12      13  14 

SEVEN -LETTER  WORDS 


noonday  through 

nervous 

herself 

finding 

student  classes 

private 

advance 

14 

improve  actions 

persons 

rewards 

capital 

ability  chances 

success 

advance 

14 

certain  outside 

feeling 

require 

because 

loyalty  replace 

working 

million 

14 

product  manager 

ignores 

timings 

spirits 

nothing  willing 

quality 

workers 

14 

granted  respect 

absence 

studied 

decided 

clothes  reflect 

possess 

minimum 

14 

depends  develop 

manners 

shining 

dealing 

happier  noticed 

selling 

queries 

14 

subject  talents 

opening 

secrets 

perfect 

pressed  without 

doubles 

loafing 

14 

instead  company  writing 

correct 

morning 

easiest  answers 

whether 

numbers 

14 

12  3 

4  5 

6 

7  8 

9      10  11 

12  13 

14 
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BUSINESS  LETTERS 

A  .     Basic  Parts  of  a  Letter 


Lesson 


Letterhead 


Inside  Address 
& 

Salutation 


Body 


Closing 


Initials  &  Notations 
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Letterhead 


Security 
Savings 


Date 


10764  -  105  Street 
Edmonton,  Alberta 

T6Z  7X5 
phone:  487  4611 


January  15,  1986 


Inside 
Address 


Mr,  Edward  G.  Wellman 
3  North  Fifteenth  Street 
Red  Deer,  Alberta    T5J  2P7 


Salutation 


Dear  Mr.  Wellman: 


As  you  know,  this  bank  holds  a  first  mortgage  of 
$25,000  on  your  property,  the  Wellman  Building,  at 
3603  Ross  Street,.  Red  Deer,  Alberta. 


Body 


To  help  us  revaluate  your  property,   will  you  please 
send  us  a  list  of  the  individual  rents  you  receive  from 
this  property.     If  there  are  any  vacancies,  list  them 
also  and  estimate  a  fair  rental  on  each  of  them. 


Comp  I  imen  tajoy 
Closing 


Is  there  a  second  mortgage  on  your  property?    If  so, 
please  let  us  know  what  the  amount  of  the  second 
mortgage  is  and  what  payments,  if  any,  you  are  making 
on  it  at  the  present  time . 

The  enclosed  envelope  that  is  addressed  and  metered  is 
for  your  convenience  in  replying.    We  shall  appreciate 
your  sending  us  this  information  as  soon  as  possible. 

Very  truly  yours, 


Writer's  Identification 
Writer's  Position 

Typist  's 
Identification 
Enclosure  Notation 
Carbon  Copy  Notation 


J.  L.  Sampson 
Credit  Manager 


wws 

enclosure 
cc  Mrs.  Swanson 
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Basic  Parts  of  a  Business  Letter 

1.  Letterhead- -companies  use  stationery  with  a  printed  heading  at  the  top 
which  includes  the  company's  name,   address,  postal  code,   and  usually 
the  telephone  number.     The  letterhead  should  fit  in  the  top  nine  lines  of 
the  paper. 

2.  Date --the  date  includes  the  month,   day,  and  year  in  that  order.     It  is 
always  typed  on  line  15. 

3.  Inside  A ddress--directs  a  letter  to  a  particular  person,   or  department, 
or  company.     It  includes  the  name  and  address  (including  the  postal  code) 
of  that  person,  department,   or  company. 

4.  Salutation  -  -greets  the  reader.     If  you  know  his  name,  use  it: 

Dear  Mr,  James: 

If  you  do  not  know  his  name  but  you  know  his  title  (if  the  letter  was 
addressed  to  the  Personnel  Manager)  greet  him: 

Dear  Sir: 

If  the  letter  is  addressed  to  a  company  or  a  department,  use  the 
salutation: 

Genttemen: 

5.  The  body  block  is  the  message.     The  body  of  the  letter  is  usually  single 
spaced  with  double  spacing  between  paragraphs. 

6.  The  closing  block  includes  a  complimentary  closing  and  the  person's 
name.    The  truly  closings  are  used  for  business  letters. 

Yoy:rs  truly ^ 
Jours  very  truly ^ 
Very  truly  yours, 

7.  The  reference  block  contains  the  writer's  initials  and  the  typist's  initials. 
If  you  have  enclosed  something  in  the  letter,  you  would  type  the  word 
enclosure  directly  underneath  the  identification  initials. 

8.  Carbon  copy  notation --if  the  writer  wishes  the  addressee  to  know  that  one 
or  more  other  persons  will  be  sent  a  copy  of  the  letter  type  a  cc  (carbon 
copy)  notation  at  the  left  margin  on  the  line  below  the  enclosure  notation 
(if  used)  or  on  the  line  below  the  reference  initials.     If  several  persons 
are  to  receive  carbon  copies,  the  names  should  be  listed  according  to  the 
rank  of  the  person  or,  if  there  is  no  difference  in  rank,  alphabetically. 

oo  Mr,  A,  C,  Case 
Mr,  R.  G,  Flynn 
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B  .     Planning  the  Letter 

Insert  this  sheet  in  your  typewriter.     After  you  have  read  the  preceding 
information  carefully,  type  your  answer  in  the  blank  space.     Return  your 
carriage  twice  to  check  your  answer.     Then,   continue  with  the  next  question. 


1  o     What  is  the  printed  name  and  address  called  that  appears  at  the  top  of 
stationery? 


Letterhead 

2.     What  is  the  average  depth  of  the  printing  that  makes  up  the  letterhead? 


9  lines 

3.     Date  line--The  date  of  a  letter  includes,  in  this  order,   (a)  month,  spelled 
in  full;  (b)  the  day's  date,  in  figures,  followed  by  a  comma;  and  (c)  the 
year,  in  full;  as  January  15,  1986.     The  date  is  typed  on  line  15  and  you 
will  start  typing  at  the  center.     Type  the  date  for  the  fifteenth  of  May  in 
nineteen  eighty- six. 


May  15,  1986 

4.     On  what  line  from  the  top  is  the  date  typed? 


15 


5.    At  what  point,  horizontally,   will  you  begin  typing  the  date  for  most  of  the 
letters  in  this  course? 


At  the  center 


6.     The  military  services  type  dates  with  the  day  first;  for  example 
"12  June  1986."    Type  the  same  date  in  the  business  style. 


June  12,  1986 
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7.     Inside  Address --The  name  and  address  of  the  party  to  whom  the  letter  is 
being  sent  begins  five  lines  below  the  date  at  the  left  margin  stop. 

Date 

1 

2 

3 

4 

Mr.  Steven  Dove  5 
Sir  William* s  College 
9209  -  102  Street 
Edmonton,  Alberta    T2A  3N6 


How  many  blank  lines  separate  the  inside  address  from  the  date  line? 


four 

8.     If  a  person's  name  is  used,  it  must  be  preceded  by  a  title  like  Miss, 
Prof.,  etCc    What  would  be  the  first  line  of  the  inside  address  for  a 
letter  to  Tom  Smith? 


Mr.  Tom  Smith 

9.     The  street  address  usually  includes,  in  this  order,   (a)  building  number, 
in  figures;  (b)  the  name  of  the  street;  and  (c)  indication  whether  an 
avenue,   boulevard,   or  street.    A  street  number  is  spelled  out  if  Tenth 
or  a  lower  numbei;  or  expressed  in  figures  if  above  Tenth. 

122  Seventh  Street 
122  71st  Street 


(The  ordinal  sign  st,  nd,  or  th  may  be  omitted  if  a  word  such  as  East  or 
West  separates  the  street  number  from  the  building  number.) 

122  East  71  Street 

How  would  you  write  the  address  for  a  person  who  lives  on  twelfth 
avenue  at  10231. 


10231  12th  Avenue 
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10.     The  city,  province  and  postal  code  are  typed  on  the  final  line.  Leave 

one  space  between  the  province  and  the  postal  code.  Type  this  final  line 
in  correct  order,   TOK  3M0  Alberta  Edmonton, 


Edmonton,  Alberta    TOK  3M0 

11.     Salutation --The  salutation  or  greeting  is  one  blank  line  below  the  inside 
address . 

Edmonton,  Alberta     TOK  2M0 

1 

2Dear  Ms,  Samuels: 

It  is  followed  by  one  blank  line.     In  this  lesson  it  will  be  followed  by  a 
colon.     It  usually  begins  with  the  word  'Dear'.     How  would  you  greet 
Mrs.  Brown? 


Dear  Mrs.  Brown: 

12.     Use  Dear  plus  the  person's  title  and  name;  as    Dear  Miss  Renault:  and 
Dear  Mr,  Simpson:   when  writing  to  one  person. 

Use  Gentlemen:  when  writing  to  a  firm  or  a  department  in  it  without  use 
of  a  personal  name. 

Use  Dear  Sir:       if  writing  to  an  individual  who  is  named  by  title  only 
(as:     Sales  Manager) . 

What  salutation  would  be  used  for  a  letter  sent  to  the  Sales  Department, 
Acme  Novelty  Company? 


Gentle  men: 

13.     What  salutation  should  be  used  for  a  letter  sent  to  the  Production 
Manager,  Ace  Cards  Incorporated? 


Dear  Sir: 

14.     The  Body  is  usually  single -spaced  with  one  blank  line  between  paragraphs. 
For  this  lesson,  the  paragraphs  will  be  blocked  against  the  left  margin. 
The  estimated  number  of  words  in  the  body  determines  the  length  of  line 
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to  be  used.     However,   unless  a  letter  is  very  short  or  very  long  it  will 
look  best  on  a  125  mm  line. 

Paragraphs  are  blocked  against  the  left  margin  and  are  -spaced. 

single 

One  would   -space  between  paragraphs . 

double 

15.     The  Complimentary  Closing  is  usually  started  at  center  and  is  preceded 
by  one  blank  line.      For  business  letters,  the  truly  closings  {Yours  truly ^ 
Very  truly  yours.  Yours  very  truly,)  are  best.     For  a  personal  or  friendly 
letter  Sincerely,     or   Cordially,    can  be  used. 

Supply  an  appropriate  closing  for  a  letter  addressed  to  Supply  Department, 
T.  D.  Buildings. 


Any    truly  closing 

16.     Signature  Space --The  penwritten  signature  follows  the  closing.  Depending 
upon  the  amount  of  space  remaining  on  the  paper,  the  signature  space 
can  vary  from  two  to  six  blank  lines. 

What  is  the  maximum  amount  of  space  allowed  for  the  signature? 


SIX  spaces 

What  is  the  minimum  amount  of  space  allowed  for  the  signature  ? 


two  spaces 

17.     The  Reference  section  is  typed  at  the  left  margin  one  blank  line  below 
the  writer's  identification.     The  reference  may  take  any  of  the  following 
formats.     UIS  stands  for  the  dictator's  initials;  URS  stands  for  the 
typist's  initials. 


HIS: URS 

his:urs 

ElS/urs 

urs 

URS 
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If  the  dictator's  name  appears  in  the  writer's  identification  section,  you 
type  only  your  own  initials: 

Yours  truly 3 


Harold  Lemay 
Supervisor 


urs 


If  the  dictator's  name  does  not  appear  in  the  writer's  identification 
section,  you  type  the  dictator's  and  your  initials. 

Yours  truly 3 


Sales  Manager 

ABT/urs 

If  material  is  enclosed,  type  enclosure  or  enclosu:res  two  carriage  returns 
below  the  initials  as  a  reminder  to  look  for  something  extra. 

Put  these  parts  in  proper  sequence: 

(a)  enclosure     (b)  complimentary  closing    (c)  reference  initials 
(d)  writer's  signature 


b    d    c  a 


C .  Margins 

All  typed  letters  should  have  the  same  top  margin  (the  date  is  typed  on 
line  15).     The  width  of  the  letter  depends  on  the  number  of  words  in  the  body. 
Most  letters,   however,   will  fit  into  a  125  mm  line.     The  side  margins,  of 
course,   must  be  equal. 

125  mm  =  12.5  cm 

PICA  12.5  cm  X  4  spaces /cm  =  50  spaces 

ELITE     ....    12.5  cm  X  5  spaces/cm  =  60  spaces 

BROTHER  .    .    .    12.5  cm  X  4.5  space /cm  =  55  spaces 
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Date 


Inside  Address 


GUIDE  FOR  LETTERS 
INSERT  BEHIND  PAGE  WHEN  TYPING 
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ASSIGNMENT  9 -A --Submit  for  Correction 


Lesson  9 


Practise  typing  a  business  letter  by  copying  the  one  found  on  the  following 
pages,   which  matches  the  type  size  found  on  your  typewriter.     There  is  a 
PICA  example  on  page  13;  an    ELITE  example  on  page  14;  and  a  BROTHER 
example  on  page  15.     Use  TOTS'  TOYS  letterhead  found  at  the  end  of  this 
lesson . 


STEP  1:    Adjust  the  Machine 

Set  the  line  space  regulator  on  '1'  for  single  spacing.     Because  this  is 
an  average  letter  it  will  require  a  125  mm  line  length.     Set  a  tab  at  center. 


STEP  2:  Stationery 

Insert  the  letterhead  provided  at  the  end  of  this  lesson.     Use  the 
placement  guide  found  on  page  11  of  this  lesson  as  a  backing  sheet  behind  the 
letterhead . 


STEP  3:    Proceed  to  Type 

Type  the  date  on  line  15,  starting  at  the  center.    Return  your  carriage 
five  times  and  type  the  inside  address  against  the  left  margin.     Finish  typing 
the  letter  but  DO  NOT  REMOVE  it  from  the  machine. 


STEP  4:    Check  Your  Work 

Proofread  your  letter  carefully  and  ERASE  ALL  ERRORS. 

STEP  5:    Remove  the  letter  from  the  machine. 


Typewriting  20 


-  13 


Lesson  9 


TOT'S     TOYS  LTD. 

173-96    Street    Edmonton,     Alberta      T3J  -  8T5 


BLOCKED 
LETTER 

Line  -  125  mm 
Tab  -  center 
Spacing  -  single 


Standard 

Functuation 
has  a  colon 
after  the 
salutation 


June  23,  1986 


Thunder  Bay  Kiddies  Corner 

277  Cameron  Street 

Thunder  Bay,  Ontario    D4P  2T5 

Gentlemen: 

Thank  you  very  much  for  your  order  of  November  11 
for  toys . 

All  of  the  items  included  in  your  order,  with  the 
exception  of  the  Tiny  Tim  Clock,  are  being  shipped 
to  you  today.     We  are  very  sorry  that  our  supply  of 
Tiny  Tim  Clocks  is  exhausted,  but  we  expect  another 
shipment  in  about  ten  days. 


We  are  holding  your  order  for  the  Clock  and  shall 
send  it  out  to  you  when  our  new  shipment  arrives. 
We  sincerely  regret  any  inconvenience  this  delay 
may  cause  you. 

A  copy  of  our  special  Christmas  sale  booklet,  which 
is  a  supplement  to  our  regular  Pall  and  Winter 
Catalogue,  is  being  sent  to  you  today.     Many  ideal 
gifts  for  men,  women,  and  children  are  pictured  and 
described  in  this  booklet.     Please  look  it  over;  we 
are  sure  it  will  help  you  decide  on  some  of  the 
gifts  you  want  to  buy  for  friends  and  relatives. 

Standard  Very  truly  yours  , 

Punctuation 

has  a  comma 

after  the 

closing 

Elvin  S.  Cook 
Sales  Manager 

XXX  stands  for  xxx 
typist's  initials 


BUSINESS  LETTER  IN  BLOCKED  STYLE  (pica  type) 
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TOT'S     TOYS  LTD 


173-96    Street    Edmonton,     Alberta      T3J  -  8T5 


BLOCKED  June  23,  1986 

LETTER 

Line  -  125  mm 
Tab  -  oentev 
Spacing  -  single 

Thunder  Bay  Kiddies  Corner 

277  Cameron  Street 

Thunder  Bay,  Ontario    D4P  2T5 


Standard  Gentlemen: 
Punctuation 

has  a  colon  Thank  you  very  much  for  your  order  of  November  11  for  toyss 

aftev  the 

salutation  All  of  the  items  included  in  your  order,  with  the  exception 

of  the  Tiny  Tim  Clock,  are  being  shipped  to  you  today.  We 
are  very  sorry  that  our  supply  of  Tiny  Tim  Clocks  is  exhausted, 
but  we  expect  another  shipment  in  about  ten  days. 

We  are  holding  your  order  for  the  Clock  and  shall  send  it  out 
to  you  when  our  new  shipment  arrives.     We  sincerely  regret  any 
inconvenience  this  delay  may  cause  you. 


A  copy  of  our  special  Christmas  sale  booklet,  which  is  a 
supplement  to  our  regular  Fall  and  Winter  Catalogue,  is  being 
sent  to  you  today.    Many  ideal  gifts  for  men,  women,  and 
children  are  pictured  and  described  in  this  booklet.  Please 
look  it  over;  we  are  sure  it  will  help  you  decide  on  some  of 
the  gifts  you  want  to  buy  for  friends  and  relatives. 

Standard  Very  truly  yours. 

Punctuation 
has  a  comma 
aftev  the  closing 


Elvin  S.  Cook 
Sales  Manager 

XXX  stands  for  xxx 
typist  's  initials 


BUSINESS  LETTER  IN  BLOCKED  STYLE  (elite  type) 
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TOT'S     TOYS  LTD 

173-96    Street    Edmonton,     Alberta      T3J  -  8T5 


BLOCmv  """"  23,  1986 

LETTER 

Line  -  125  mm 
Tab  -  aenter 

Spacing  -  single    Thunder  Bay  Kiddies  Corner 
277  Cameron  Street 
Thunder  Bay,  Ontario    D4P  2T5 


Standard 
Fvinotuation 
has  a  colon 
after  the 
salutation 


Standard 
Punctuation 
has  a  comma 
after  the 
closing 


XXX  stands  for  xxx 
typist  's  initials 


Gentlemen: 

Thank  you  very  much  for  your  order  of  November  11  for 
toys . 

All  of  the  items  included  in  your  order,  with  the 
exception  of  the  Tiny  Tim  Clock,  are  being  shipped  to 
you  today.     We  are  very  sorry  that  our  supply  of  Tiny 
Tim  Clocks  is  exhausted,  but  we  expect  another  shipment 
in  about  ten  days. 

We  are  holding  your  order  for  the  Clock  and  shall  send 
it  out  to  you  when  our  new  shipment  arrives .  We 
sincerely  regret  any  inconvenience  this  delay  may  cause 
you. 

A  copy  of  our  special  Christmas  sale  booklet,  which  is  a 
supplement  to  our  regular  Fall  and  Winter  Catalogue,  is 
being  sent  to  you  today.     Many  ideal  gifts  for  men, 
women,  and  children  are  pictured  and  described  in  this 
booklet.     Please  look  it  over;  we  are  sure  it  will  help 
you  decide  on  some  of  the  gifts  you  want  to  buy  for 
friends  and  relatives. 

Very  truly  yours. 


Elvin  S.  Cook 
Sales  Manager 


BUSINESS  LETTER  IN  BLOCKED  STYLE  (Brother  type) 
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The  letter  style  illustrated  in  this  lesson  is  called  BLOCKED  or  some- 
times MODIFIED  BLOCK.     The  punctuation  style  is  MIXED,   TWO-POINT  or 
STANDARD.     Two-point  is  a  good  term  to  use  because  it  refers  to  the  two 
places  where  punctuation  is  used  at  the  ends  of  lines --a  colon  after  the 
salutation  and  a  comma  after  the  closing.  Modified  block  style  and  two-point 
punctuation  will  be  used  for  the  rest  of  the  letters  in  this  lesson. 


ASSIGNMENT  9 -B- -Submit  for  Correction 

Type  the  following  letter  in  modified  block  style,   mixed  punctuation.  Use 
today's  date.     Erase  and  correct  your  errors.     Use  the  guide  on  page  11  to 
set  your  margins.     P  stands  for  a  new  paragraph.     Use  plain  paper  and 
assume  it  has  a  printed  letterhead. 

Modern  Plastics  Incorporated    Waterloo  Road  Vancouver 
British  Columbia    V6N  2R7    Gentlemen    P    When  we  received 
your  letter  of  September  27  we  asked  our  local  representative 
to  look  into  the  complaint  you  made.     P    After  a  careful  study 
of  the  matter  he  has  reported  that  you  are  entirely  within 
your  rights  in  complaining  about  the  way  the  goods  were 
packaged.    We  are  arranging  to  replace  the  damaged  materials 
at  once.    As  soon  as  you  receive  this  new  shipment,   will  you 
be  good  enough  to  get  in  touch  with  us  and  let  us  know  how 
the  goods  came  through  this  time?     P    Please  accept  our 
sincere  apologies  for  this  unfortunate  incident.    We  will  do 
our  best  to  make  sure  nothing  like  this  ever  happens  again. 
Very  truly  yours,     W.  M.  Smythe 

ASSIGNMENT  9 -C- -Submit  for  Correction 

Type  the  following  letter  in  modified  block  style,  mixed  punctuation. 
Use  today's  date.     Erase  and  correct  your  errors.     Use  the  guide  on  page  11 
to  set  your  margins.    Use  plain  paper. 

West  York  Associates     1960  Wellington  Street    Edmonton  Alberta 
T4L  2M9    Gentlemen    P    Your  letter  advising  me  of  the  rent 
increase  on  my  apartment  reached  me  today.     P  Before 
signing  the  new  lease  you  have  drawn  up  I  would  like  to  make 
an  appointment  to  visit  your  office  to  discuss  the  repairs  I 
consider  must  be  carried  out.     P    I  have  called  you  several 
times  about  these  repairs,  but  you  have  not  taken  steps  to  have 
them  taken  care  of.     Some  of  them  will  require  extensive  work. 
P    I  do  not  intend  to  sign  a  new  lease  until  you  have  assured 
me  that  the  work  will  be  done.    Yours  truly,    A.  L.  Stewart 
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ASSIGNMENT  9-D- -Submit  for  Correction 

Type  the  following  letter  in  modified  block  style,   mixed  punctuation.  Use 
today's  date.     Erase  and  correct  your  errors.     Use  the  guide  on  page  11  to 
set  your  margins.     P  stands  for  new  paragraph.     Use  plain  paper. 


Mrs.  Carolyn  Lincoln     1139  Morningside  Drive  S.W,  Calgary 
Alberta    T5M  2D7    Dear  Mrs.  Lincoln     P    Thank  you  for  your 
inquiry.     P    The  courses  we  have  to  offer  are  outlined  in  the 
catalogue  we  are  sending  you  by  separate  mail.     We  feel  sure 
you  will  find  a  course  to  suit  your  purpose,   but  we  would  add 
that  courses  can  be  changed  to  suit  individual  requirements. 
P    Since  you  were  a  legal  stenographer  before  you  married, 
it  is  our  suggestion  that  you  should  first  take  a  short  refresher 
course  in  shorthand,  typewriting,  and  office  practice,   and  that 
you  should  then  take  a  full  course  in  legal  work.     The  demand 
for  legal  stenographers  is  greater  than  the  supply,   and  in  this 
field  the  salary  is  higher  than  that  for  a  stenographer  doing 
more  routine  work.     P    We  have  an  excellent  group  of 
teachers  working  for  us.     Please  decide  to  let  us  help  you. 
We  are  quite  sure  we  can  do  so.    Yours  very  truly, 
T.  R.  Wong 


ASSIGNMENT  9 -E- -Submit  for  Correction 

Type  the  following  letter  in  modified  block  style,  mixed  punctuation.  U 
today's  date.     Erase  and  correct  your  errors.     Use  plain  paper. 


Mr.  Donald  Steel  Manager    The  Jackson  Market    1816  George 
Street    Vancouver  British  Columbia    V5N  2T7    Dear  Mr.  Steel 
P    Our  representative,  Mr.  John  Smith,  has  reported  to  us 
on  the  very  interesting  talk  he  had  with  you  last  week.  P 
We  were  glad  to  hear  from  Mr.  Smith  that  you  expressed  the 
hope  he  would  call  on  you  at  least  once  a  month  as  from  the 
beginning  of  June.  P    By  separate  mail  we  are  sending  you 
our  latest  price  list.     Please  look  this  over  very  carefully. 
We  feel  it  contains  many  items  you  will  wish  to  carry.  P 
V/hen  Mr.  Smith  makes  calls  in  Edmonton  at  the  beginning 
of  June  he  will  be  able  to  answer  any  questions  you  may 
have  about  our  products.     P    We  are  willing  to  open  an 
account  for  you  with  a  credit  of  $500.     Yours  truly, 
L.  V.  Ulster 
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ASSIGNMENT  9-F--Submit  for  Correction 

Type  the  following  letter  in  modified  block  style,  mixed  punctuation.  Use 
today's  date.     Erase  and  correct  your  errors.     Use  plain  paper. 

Current  Fashions  Incorporated    6296  Dundas  Street  W. 
Toronto  Ontario    M3J  2K8    Gentlemen    P    It  has  come 
to  our  attention  that  you  are  interested  in  moving  your 
plant  and  your  offices.     We  would  like  to  have  permission 
to  add  your  name  to  our  list  of  customers  so  that  we  may 
keep  you  informed  about  suitable  space  as  it  becomes 
available .     P    One  of  our  tenants  has  just  told  us  that 
they  are  not  renewing  the  lease  at  the  end  of  the  year  on 
the  space  they  now  occupy  in  the  Bright  Building.    As  you 
know,  this  building  is  located  on  Windsor  Road.     We  feel 
that  this  would  be  a  very  good  location  for  your  company. 
P    Are  you  interested  in  having  details  of  the  space 
available?    We  know   favorable  terms  can  be  arranged. 
Yours  truly,     S.  Loren 
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ASSIGNMENT  9 -G- -Submit  for  Correction 

Type  the  following  letter  in  modified  block  style,   mixed  punctuation.  Make 
the  corrections  indicated  by  the  proofreaders'  marks.     Erase  and  correct 
your  errors.     Use  plain  paper  and  assume  it  has  a  printed  letterhead. 


(Current  Date) 


Mr.  Michael  Brooks 
29  Mill  way  (StT) 

Wanaque,  New  Jersey  C>12^^ 


Dear  Mr.  Brooks; 


As  you  requested  in  your  letter  of  December  12, 
have  investigated  thoroughly  the  best  and  safest 
ways  for  you  to  invest  your  money.     Mr.  Donald 
Cawley,  a^  financial  investor,  has  given  me  these 
comments. 

Tax-free  j/unicipal  ^onds  make  the  best  in- 
vestment.    They  pay  you  much  more  interest 
than  a  savings  bank,   and^ou  pay  none  of  it 
to  Uncle  Sam.     Municipal  bonds  are  safer  than 
any  other  investment  except  United  States 
government  ^onds. 

If  you  are  interes/i  in  tax-free  municipal  bonds,  I 

will  be  glad  to  (b;6|tain  from  L.jK.  Dreuler  &  (^o?)  a 

current  listing  of  recommended  issues.     Should  you 

decide)^  against  municipal^ feeftd«-,  I  have  some  other  investment 

ideas . 


6 


If  I  can  be  of  any  further  help,  please  call  me. 

Sincerely  yours, 


Walter  Kopakv^ 
Investment  Counselor 

^^^lak 
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ASSIGNMENT  9-H--Submit  for  Correction 

Now  that  you  know  the  letter  parts,   set  your  margins  for  125  mm  line 
and  type  the  following  on  plain  paper.     You  will  need  a  timing  device  to  time 
yourself. 

Take  three  one -minute  timed  writings  on  this  section.     Begin  with  the 
paper  ON  THE  SIDE  of  your  desk.    When  given  the  signal  to  begin,  insert 
your  paper,   space  down  15  times,  and  type  TODAY'S  DATE.     Space  down 
five  times  and  type  the  inside  address.     If  you  finish  before  time  is  up, 
insert  a  new  sheet  and  type  the  date  and  address  again.     You  will  add  eight 
to  the  word  count  if  you  change  the  page. 


Today  's  date  5 

9 

Mr.  Rockford  Bender  13 
9209  -  26  Avenue  S.W.  18 
Calgary,  Alberta    T2B  3T7  23 


SUBMIT  THE  FASTEST  OF  THE  THREE  TIMINGS  FOR  CORRECTION 
Write  No.  of  words  a  minute  =   at  the  bottom  of  the  page. 


Take  three  five -minute  timings  on  the  body  of  the  letter.  Again,  push 
for  speed.     Send  in  the  fastest  timing.     10  errors  are  permitted. 


Do  you  know  how  to  get  the  most  for  your  car  at  trade-in  time?  13 

Men  who  appraise  trade-ins  know  that  all  cars  experience  nor-  25 

mal  wear  and  tear.     What  they  do  appraise,  in  effect,  is  how  37 

well  you  cared  for  your  car,  and  how  competently  repair  work  49 

was  performed.     The  secret,  then,  is  to  keep  the  value  of  your  62 

car  high  with  planned  care.     Periodic  maintenance  by  our  pro-  74 

fessional  staff  will  do  just  that;  then  when  it's  trade-in  86 

time,  your  car  will  be  worth  more.  93 

94 

Remember  that  putting  off  schedule  maintenance  may  allow  106 

minor  troubles  to  grow  into  major  ailments.    Why  not  let  us  118 

help  you  keep  your  car  good  looking  and  in  top  running  order.  130 

Dents,  wrinkles,  kinks,  bumps,  and  blemishes  disappear  like  142 

magic  when  we  do  the  job.     Our  trained  mechanics  have  the  154 

"know-how"  that  it  takes  to  keep  your  car  humming  smoothly.  166 


1        2        3        4        5        6        7        8        9      10      11      12  13 
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Take  three  one -minute  timings  on 
Type  ihem  ^^demeath  each  other  with 


the  closing.     Send  in  the  fastest  one. 
five  spaces  between  each  closing. 

Yours  tvulijs  3 


,         »         -7   ,  John  S.  Marks  9 

(your  %mtvals) 

XXX  11 


Yours  truly 3 


Now  take  one  valid  five -minute  timing  on  the  whole  letter  which  is  found 
on  page  22.     Use  plain  paper.     Limit  your  errors  to  five.     If  you  finish 
before  time  is  up,   repeat  it.     Remember  to  add  eight  words  to  your  total 
word  count  if  you  change  the  paper. 

Write  the  following  at  the  bottom  of  your  page: 


No.  of  words  = 


No.  of  words  a  minute  = 
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Today  date 


9 

Mr.  Rockford  Bender  13 
9209  -  26  Avenue  S.W.  l8 
Calgary,  Alberta    T2B  3T7  23 

24 

Dear  Mr.  Bender:  28 

29 

Do  you  know  how  to  get  the  most  for  your  car  at  39 
trade-in  time?  Men  who  appraise  trade-ins  know  49 
that  all  cars  experience  normal  wear  and  tear.  59 
What  they  do  appraise,  in  effect,  is  how  well  you  69 
cared  for  your  car,  and  how  competently  repair  work  80 
was  performed.  The  secret,  then,  is  to  keep  the  90 
value  of  your  car  high  with  planned  care.  Periodic  101 
maintenance  by  our  professional  staff  will  do  just  111 
that;  then  when  it ^ s  trade-in  time,  your  car  will  121 
be  worth  more.  124 

125 

Remember  that  putting  off  schedule  maintenance  may  136 
allow  minor  trouble  to  grow  into  major  ailments.  146 
Why  not  let  us  help  you  keep  your  car  good  looking  I56 
and  in  top  running  order.  Dents,  wrinkles,  kinks,  166 
bumps,  and  blemishes  disappear  like  magic  when  we  176 
do  the  job.  Our  trained  mechanics  have  the  "know-  I86 
how"  that  it  takes  to  keep  your  car  humming  smoothly.  197 

198 

Yours  truly,  201 

202 
203 
204 

205 

John  B.  Marks  208 

209 

XXX  210 


1234 
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ASSIGNMENT  CHECK  ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 

ASSIGNMENT  9-A,  letter,  page  12   

ASSIGNMENT  9-B,  letter,  page  16  _____ 

ASSIGNMENT  9-C,  letter,  page  16  

ASSIGNMENT  9-D,  letter,  page  17   

ASSIGNMENT  9-E,  letter,  page  17  ___ 

ASSIGNMENT  9-F,  letter,  page  18  

ASSIGNMENT  9-G,  letter,  page  19  ___ 

ASSIGNMENT  9-H,  timings,  page  20  


End  of  Lesson  9 


LESSON  RECORD  FORM 


2565  Typewriting  20 
Revised  87/03 


FOR  STUDENT  USE  ONLY 

Time  Spent  on  Lesson 

or  incorrect) 
File  Number 

Les<5on  Number 

Student's  Questions 
and  Comments 


a 
a 
< 


(0 

CO  -o 
Z  < 


FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


^  ^  Correspondence  Teacher 
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ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  Ail  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 


Typewriting  20  -  1  -  Lesson  10 

THE  MOST  COMMON  WORDS  IN  BUSINESS  COMMUNICATION 

The  following  are  the  most  common  words  used  in  business  communication. 
Use  them  for  drill  each  day  before  you  start  your  assignments.     A  good  idea 
for  practice  would  be  to  type  each  line  twice  or  take  l/2  minute  timings  on 


each  line  for  speed  practice. 

The  first  100  most  commonly  used  words 

the  of  to  and  in  we  you  for  that  this  be  your  a  our  10 

is  on  have  will  as  are  with  would  at  it  I  not  which  20 

by  from  if  or  us  was  been  letter  has  an  any  company  30 

these  time  all  one  should  please  can  also  but  order  40 

may  they  were  there  do  no  information  some  two  very  50 

new  year  so  other  had  per  up  above  their  out  amount  60 

made  could  copy  when  further  only  price  enclosed  me  70 

now  such  date  thank  account  each  than  more  received  80 

however  he  service  being  under  interest  like  office  90 
123456789  10 

The  second  100  most  commonly  used  words 

appreciate  work  following  them  make  over  necessary  10 

possible  sales  available  about  required  years  same  20 

number  who  hospital  present  give  find  pleased  used  30 

his  note  regarding  wish  first  such  equipment  areas  40 

take  matter  feel  my  No,  since  therefore  after  form  50 

use  plan  into  must  payment  report  due  most  through  60 

what  before  course  enclosing  request  three  receipt  70 

well  during  future  trust  last  rate  might  both  list  80 

invoice  return  forward  copies  attention  good  stock  90 

then  meeting  complete  tax  month  require  type  dated  100 

many  department  hope  insurance  paid  able  basis  its  110 

policy  case  building  cheque  shares  total  reference  120 
123456789  10 
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Lesson  10 


LETTER  REVIEW 

Insert  this  sheet  in  your  typewriter  and  type  the  answers  in  the  blanks. 
Return  the  carriage  twice  to  check  your  answers. 

1.     What  line  length  is  used  for  most  letters?  _____ 


10.     What  is  another  name  for  mixed  punctuation? 


13  cm 


2.     On  what  line  does  one  type  the  date 


line  15 


3.     On  what  line  does  one  type  the  inside  address 


Line  20 


4.     Which  comes  first,   reference  initials  or  carbon 
copy  notation  ? 


5.    What  does  "cc"  stand  for? 


6.     Does  the  cc  notation  precede  or  follow  the 
reference  initials? 


initials 


carbon  copy 


follow 


7.     How  many  spaces  are  required  for  a  person's 
signature  ? 


4  or  5 


8.    What  spacing  is  used  for  the  body  of  a  letter 


9.     What  is  the  name  of  the  style  of  letter  used  in 
Lesson  9? 


Single  space  with 
double  between 
paragraphs 


modified  block 


two-point  or 
standard 
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Lesson  10 


A  SSIGN MENT  1 0  -A  -  -Submit  for  Correction 

Circle  the  errors  in  this  letter.     There  are  errors  in  punctuation, 
spelling,   grammar  and  set-up.     Then,   refer  to  page  4  to  check  your  work. 
The  correctly  typed  letter  appears  on  page  5. 


May  10,  1986 
R.  R.  2 

Sundre,  Alberta  TOB  4L0 


Dear  Treena: 

Yesterday  I  recieved  the  book  about  floods  that  you  sent 
to  me  .     I  took  it  to  school  today,  and  everyone  said 
that  it  was  just  what  we  needed.     Some  how  you  always 
manage  to  find  the  right  book  for  me.     Thanks  so  much. 

I'd  write  a  longer  letter  in  a  few  days  and  let  you  know 
how  my  reprot  turned  out.     I  really  appreciate  your  help, 
so  thanks  again. 


Sincerely  yours, 
Michael  Cole 
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Lesson  10 


R.  R.  2 

Sundre,  Alberta  TOB  4L0 


Dear  (Treena: 


Yesterday  I  (recieve^  the  book  about  floods  that  you  sent 
to  (^e^^)   I  took  it  to  school  today,   and  everyone  said 
that  it  was  just  what  we  needed,    (^ome  ho^you  always 
manage  to  find  the  right  book  for  me.     Thanks  so  much, 

^^^J^  write  a  longer  letter  in  a  few  days  and  let  you  know 
how  my  (fepr^  turned  out.  I  really  appreciate  your  help 
so  thanks  again. 


Sincerely  yours , 
Michael  Cole 


1.  To  follow  address 

2.  Comma  after  friendly  salutation 

3.  received 

4.  no  space 


5 .  one  word 

6.  I'll 

7 .  report 

8.  leave  4  spaces  for 
signature 
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Correctly  Typed  Letter 


Lesson  10 


R.  R.  2 

Sundre,  Alberta  TOB  4L0 
May  10,  1986 


Dear  Treena, 

Yesterday  I  received  the  book  about  floods  that  you  sent 
to  me.     I  took  it  to  school  today,  and  everyone  said  that 
it  was  just  what  we  needed.     Somehow  you  always  manage 
to  find  the  right  book  for  me.     Thanks  so  much. 

I'll  write  a  longer  letter  in  a  few  days  and  let  you  know 
how  my  report  turned  out.     I  really  appreciate  your  help, 
so  thanks  again. 

Sincerely  yours, 


Michael  Cole 
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Lesson 


ASSIGNMENT  10-B- -Submit  for  Correction 

Type  the  following  letter  on  plain  paper  in  modified  block  style,  mixed 
punctuation.     Make  the  corrections  indicated  by  the  proofreading  marks. 
Erase  and  correct  your  errors. 


(current  date) 


c 

Ms.  Catharine  Kidwell 
2607  University  Place 
Lawrence,  Kansas  66044 

Dear  Ms.  Kidwell: 

As  you  requested  in  your  letter  of (J^^  6,  I  have 
jotted  down  a  few  ideas  for  your  use  in  your  thesis, 
"how  to  be  an  effective  executive."    My  comments  are 
contained  in  a  Karrative'Keport  to  be  mailed  t-he  end  A'Si^rrte^^-o'T'^^ 
-ef  next  week.     The  moot  important  points  included  in 
the  report  are:  ^^l^^xMju^ 

Effectivene3?ic  is  not  an  inborn  trait,  like  a  ^/if^^^ 

gift  for  music.     Effectiveness  is  90(^  system-- 
made  up  largely  of  doing  a  few  jobs  well, 
eliminating  the  obsolete,  knowing  how  to  spend 
time  coi^ructively,  avoiding  unproductive 
decisions,  and  testing  new  ideas. 

[^-C^on  cent  rating  on  a  few  jobs  and  doing  them  well 
is  the  first  rule  of  effectiveness.     The  majority  of 
us  can,  at  best^  do  only  one  thing  well  at  a  time. 
uf\!uj)  ^  Good  luck  with  your  thesis.     If  I  can  help  you  further, 
please  let  me  know. 

Sincerely  yours, 


TX(k^:aj 


W.  T.  Miears 
<^^Mgm!)  Counselor 
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Lesson  10 


FULL  BLOCKED 

In  this  lesson  we  will  cover  various  letter  styles.     The  first  of  these  is 
FULL  BLOCKED  (sometimes  it  is  referred  to  merely  as  blocked)  .     In  the 
full  blocked  style  all  lines  begin  even  with  the  left  margin.     Time  is  saved 
because  no  tabs  need  to  be  set.     For  this  reason  this  is  one  of  the  most 
efficient  letter  styles.     An  example  is  given  on  page  9. 

PUNCTUATION 


OPEN 

In  Lesson  9  we  covered  two-point  or  mixed  or  standard  punctuation.  In 
this  lesson  we  will  use  open  punctuation  as  well.     It  too,   saves  time  and 
makes  one's  work  more  efficient.     It  is  a  popular  style  and  is  often  used  in 
the  full  blocked  letters  although  it  can  be  used  in  any  letter  style.  An 
example  is  given  on  page    9  .     You  will  note  that  there  is  no  punctuation  at 
the  end  of  any  lines  of  the  letter  parts. 


ASSIGNMENT  10 -C --Submit  for  Correction 

Make  a  copy  of  the  letter  on  page  9  in  full  blocked  style,  open 
punctuation.     Use  a  13  cm  line  length--your  line  length  will  not  match  that 
given  in  the  example  so  do  not  make  an  exact  copy.     Erase  and  correct  your 
errors.     Use  the  letterhead  provided. 


ASSIGNMENT  10 -D- -Submit  for  Correction 

Make  a  copy  of  the  letter  on  page  10  in  full  blocked  style,  mixed 
punctuation.    Again  use  a  13  cm  line  length- -do  not  make  an  exact  copy. 
Make  the  corrections  indicated  by  the  proofreader's  marks.     Erase  and 
correct  your  errors.     Use  the  letterhead  provided. 
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TAPNIK  TYPEWRITER  REPAIR 
1156  -  108  Street,   Edmonton,  Alberta 
T6N  3R6 


Lesson  10 


April  1,  1986 


Mr.  Lloyd  West,  Sales  Manager 
The  Strong  Metals  Company 
1835  Jasper  Avenue 
Edmonton,  Alberta  T6J  2M7 

Dear  Mr.  West 

Some  weeks  ago  we  sent  out  a  mailing  to  all  the  important 
companies  in  the  city  announcing  the  opening  of  our  new 
offices  and  showroom.    We  know  your  name  was  on  the 
mailing  list.    We  hope  to  have  the  pleasure  of  having  a 
visit  from  you  before  too  long. 

In  the  meantime,   we  want  to  tell  you  about  the  typewriter 
repair  service  we  are  starting  to  serve  offices  in  this 
area. 

We  have  drawn  up  three  different  kinds  of  contract  covering 
typewriter  service.    It  is  our  hope  that  one  of  these 
contracts  will  suit  your  office  requirements.  Typewriters 
that  are  serviced  regularly  work  better  and  last  longer. 

Would  you  be  good  enough  to  call  me  and  let  me  know 
what  other  machines  you  use?    We  want  to  start  a  service 
covering  all  the  major  machines  in  use  in  this  area. 

Yours  very  truly 


Samuel  Pearson 

XXX 


FULL  BLOCKED  LETTER  WITH  OPEN  PUNCTUATION 


Typewriting  20  -  10  -  Lesson  10 

MOUNT  REGENT  COLLEGE 

1106  -  35  Avenue  S.  W.,  Calgary,  Alberta   T4Y  7P9 

Use  today's  date 


Mr.  Chalji^s  Gleason,  Publisher 
Higher  Education  Weekly 
1710  Madison  (Ave^  S.  E. 
Calgary,  Alberta  T4M  2P0 


Dear  Mr.  Gleason; 


LI  you  please  see  that  the  following  ad  is  included  in  the 
Feb^l4  issue  of  ^Higher  Education  Weekly^  in  the  ^olumn 
called  "Openings  and  Opportunities." 

ACADEMIC  DEAN  l^^^!^ 
Mount  Regent  College  '   ' ' 


6 


Applications  are  being  accepted  for  the  position  of 
Academic  Dean^  J^pp  ointment  Effective  July  1,  1986 
Requirements  for  the  position  include:    an  earned 
doctorate,   demonstrated  administrative  skill,  college 
teaching  experience,  and  a  strong  commitment  to 
women's  ifftder graduate  education  in  the  liberal 
arts  tradition.     Send  resume  and  cover  letter  to  the 
Dean  Selection  Committee,  Mount  Regent  College, 
Calgary,  Alberta. 


An  Equal  Opportunity  Employer 


Enclosed  ^is  a  money  order  for  $50  to  cover  the  cost  of 
placing  this  advertisement.  Will  you  please  let  me  know 
the  cost  of  running  the  same  ad  for/^successivei^  week^. 

Sincerely, 


XXX 

Enclosure 
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ASSIGNMENT  10 -E- -Submit  for  Correction 

Type  the  following  in  full  blocked  style,   open  punctuation.     Use  the 
letterhead  provided  (Tri-Star  Oil  Exploration).     Erase  and  correct  your  errors. 
"P"  indicates  a  new  paragraph. 


Mr.  Joseph  Thomas,  Vice  President,  The  Morgan 
Corporation,   1396  Delaware  Street,  Winnipeg,  Manitoba 
R2V  1C8,  Dear  Mr.  Thomas:    P    The  very  fine  young 
man  who  will  give  this  letter  to  you  is  Mr.  Howard  L. 
New.     P    Mr.  New  has  worked  in  our  accounting 
department  for  the  last  five  years.    We  have  found  him 
to  be  very  reliable,  and  that  we  can  trust  him  completely. 
P    It  has  become  necessary  for  us  to  reduce  our  staff, 
and  this  is  the  reason  why  Mr.  New  is  looking  for  a  new 
position.     Thank  you  for  saying  you  will  talk  with  him 
about  the  possibility  of  having  him  join  your  staff.  If 
you  have  a  place  for  him  we  know  you  will  never  regret 
hiring  Mr.  New.    We  are  sorry  to  lose  him.     P  Please 
call  me  if  you  wish  to  talk  with  me  on  this  matter. 
Sincerely  yours,  L.  Marchand 
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Lesson  10 


LETTER  STYLES 

SEMI-BLOCK 

The  semi-block  is  similar  to  the  modified  block  in  that  the  date  and 
complimentary  closing  begin  at  the  center.     However,  it  differs  in  that  the 
paragraphs  are  indented  five  spaces.     For  this  reason  it  is  sometimes 
referred  to  as  modified  block  with  indented  paragraphs.     There  is  an  example 
on  page  13. 


ASSIGNMENT  10 -F- -Submit  for  Correction 

Make  a  copy  of  the  semi -block  letter  appearing  on  page  13  on  the 
letterhead  provided.     Do  not  copy  the  exact  line  length  as  yours  is  a  13  cm 
line.     Erase  and  correct  your  errors. 


ASSIGNMENT  10 -G- -Submit  for  Correction 

Type  the  following  as  a  semi-block  letter,  with  mixed  punctuation  on  the 
letterhead,   Larry's  Mail  Order  House.     Erase  and  correct  your  errors. 
P  indicates  new  paragraph.     Use  the  current  date. 

Mrs.  Joseph  L.  Carter,   927  Silver  Street,   Sundre,  Alberta 
T5N  3R9    Dear  Mrs.  Carter:    P    Once  a  year  we  check 
through  the  accounts  of  our  regular  customers.     P  When 
checking  yours  we  found  that  you  have  not  placed  any 
orders  with  us  since  March  of  1986  .     Before  this  date  we 
had  the  pleasure  of  having  you  place  orders  with  us  at 
least  once  a  month.     P    Is  something  wrong?     If  you  feel 
there  is  something  wrong  either  with  our  goods  or  our 
service  we  would  like  you  to  write  and  tell  us.     P  Please 
be  in  touch  with  us  soon.    We  will  look  forward  to  hearing 
from  you.     Yours  truly,     T.  Thompson,  Personnel  Manager 
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Lesson  10 


TOT'S     TOYS  LTD. 

173-96    Street    Edmonton,     Alberta      T3J  8T5 


May  9,  1986 


The  Bright  Novelty  Corporation 

359  Main  Street 

Olds,  Alberta    TOM  ORO 

Gentlemen: 

In  your  letter  of  September  28  you  requested  that  we 
issue  to  you  an  $80  credit  note  to  cover  the  damaged 
goods  shipped  to  you  last  month  from  our  Calgary  plant. 
This  credit  note  is  enclosed. 

We  would  like  to  point  out,  however,  that  the 
damage  occurred  while  the  goods  were  in  transit.  They 
left  our  plant  in  perfect  condition.    We  are,  therefore, 
taking  this  matter  up  with  our  express  company's  local 
office . 

We  apologize  for  the.  inconvenience  this  has  caused 

you. 

Yours  truly, 


J.  M.  Maxwell 

XX 

Enclosure 


SEMI-BLOCK  LETTER  WITH  MIXED  PUNCTUATION 
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LETTER  STYLES 

AMS"  OR  SIMPLIFIED  STYLE 

A  letter  style  that  is  quickly  gaining  popularity  because  of  its  efficiency 
is  the  AMS  or  SIMPLIFIED  letter.     It  differs  from  all  other  letter  styles  in 
that  two  parts  of  the  letter  are  omitted- -namely,  the  salutation  and  the  com- 
plimentary closing.     Instead,  it  has  a  subject  line,  typed  in  all  capitals, 
which  gives  an  indication  of  the  contents  of  the  letter.     The  subject  line  is 
placed  three  carriage  returns  below  the  inside  address.     The  subject  line  is 
followed  by  three  carriage  returns.     The  writer's  name  is  typed  in  all 
capitals  three  carriage  returns  below  the  last  paragraph,  thus  eliminating  the 
complimentary  closing.     Note  the  punctuation  is  always  OPEN.     There  is  an 
example  for  you  on  page  15. 

ASSIGNMENT  10-H-- Submit  for  Correction 

Make  a  copy  of  the  A  MS  letter  appearing  on  page  15  on  the  letterhead 
provided.     Do    not  copy  the  exact  line  length  as  yours  is  to  be  a  13  cm  line. 
Erase  and  correct  your  errors. 

ASSIGNMENT  10 -I- -Submit  for  Correction 

Type  the  following  in  A  MS  style.  Erase  and  correct  your  errors.  Use 
the  current  date.     P  stands  for  new  paragraph.     Use  King  Coins  letterhead. 


Adrian  Bell,  Managing  Director,  International  Products 
Ltd.,   10986  -  101  Avenue,  Edmonton,  Alberta  T5M  2W4 
ANGELA  GERRIER    Miss  Angela  Gerrier  has  been 
employed  by  us  for  the  last  ten  years,  first  as  Clerk 
Typist,  then  as  Clerk  Stenographer,  and  for  the  last  four 
years  as  my  own  Secretary.     She  has  excelled  in  all  of 
these  positions  and  has  worked  diligently  in  the  academic 
as  well  as  in  the  skill  subjects  to  become  the  very  well 
qualified  young  lady  she  now  is.     P    In  her  work  she 
has  displayed  an  exceptional  degree  of  initiative  and 
common  sense;  she  has  been  co-operative  and  helpful 
to  all  members  of  the  staff,  with  whom  she  has  been  a 
popular  colleague.     P   I  am  indeed  sorry  that  she  is 
leaving  us,  but  appreciate  fully  that  the  post  she  has 
accepted  with  you  as  a  Junior  Executive  will  provide  her 
with  an  opportunity  of  widening  her  experience  and 
exercising  the  undoubted  talents  she  has  for  administration 
and  staff  control.     P    We  have  no  doubt  whatsoever  that 
she  will  be  highly  successful  in  meeting  the  challenge  of 
this  new  post.      GRAHAM  JACK 


Administrative  Management  Society 
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Lesson  10 


BEST  BOOKS  LTD. 


3150-  97  Street,  N.W.,  Calgary,  Alberta 
phone:    597-3937       T9P  3L5 


May  15,  1986 


Mr.  John  Doe 
497  Wayne  Avenue 

Moncton,  New  Brunswick     B4A  9E7 


SIMPLIFIED  LETTER  STYLE 


This  letter  style  was  developed  by  the  Administrative 
Management  Society,  which  points  out  that  it  is  very 
efficient  because  all  lines  begin  at  the  left  margin  and 
so  cause  no  indentions  at  all. 

The  Society  also  points  out  that  there  is  no  falseness, 
either,  for  the  salutation  and  complimentary  closing  are 
both  eliminated.    Note  that  the  subject  line  is  featured 
(with  two  blank  lines  above  and  below  it)  in  the  salutation 
in  all  caps,  and  the  writer's  identification  is  also  typed 
in  all  caps. 

JOHN  MARTIN,  DIRECTOR 

XXX 


A  MS  OR  SIMPLIFIED  LETTER  STYLE 
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ASSIGNMENT  10 -J --Submit  for  Correction 

Take  three  VALID  five -minute  timings  on  the  letter  which  appears  below. 
Remember  that  a  valid  timing  will  have  no  more  than  FOUR  errors.  Circle 
your  errors  and  calculate  your  speed.    Aim  for  40  wam. 


March  1,  1986  3 

4 
5 
6 
7 

Mr.  Cecil  Lee  Rector  11 
President  13 
The  Goodard  Machine  Works  18 
718  South  Forest  Avenue  23 
Olds,  Alberta    TOM  OPO  28 

29 

Dear  Mr.  Rector:  32 

33 

You  are  cordially  invited  to  attend  our  Open  House  43 
and  Bankers  Institute  to  be  held  in  our  new  building  54 
on  March  15.  57 

58 

Speakers  for  the  Institute — all  successful  bankers  68 
in  the  Greater  Dallas  area — are  Mr.  Harmon  Wright,  78 
Mr.  Clarence  G.  Blackwell,  and  Mr.  Irvin  J.  Siebert.  89 
Their  topics  and  the  schedule  of  events  appear  on  99 
the  enclosed  program.  I  am  sure  you  will  want  to  be  110 
present.  112 

113 

Our  bank  is  especially  pleased  to  invite  you  to  see  123 
our  new  quarters.  We  believe  you  will  understand  133 
our  enthusiasm  when  you  see  our  new  offices,  furniture,  144 
equipment,  etc.  Now  that  our  modernizing  program  is  155 
complete,  we  shall  be  able  to  give  you  the  very  best  166 
banking  service.  170 

171 

Please  return  the  enclosed  postal  card,  telling  us  l8l 
you  will  be  our  guest  March  15.  187 

188 

Cordially  yours,  191 


192 
193 
194 

195 
197 
198 
200 
203 

4        5        6        7        8        9       10  11 


President 
BK/xxx 

Enclosures  2 
123 
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ASSIGNMENT  CHECK  (^) 


Lesson  10 


Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT  10 ~A --Circling  errors,  page  3 
ASSIGNMENT  10-B--Making  necessary  correction,  page  6 
ASSIGNMENT  10 -C- -Full  blocked  letter,   page  8 
ASSIGNMENT  10 -D- -Full  blocked  letter,  page  8 
ASSIGNMENT  10 -E- -Full  blocked  letter,  page  11 
ASSIGNMENT  10-F--Semi-block  letter,  page  12 
ASSIGNMENT  10 -G- -Semi-block  letter,  page  12 
ASSIGNMENT  10-H--AMS  letter,  page  14 
ASSIGNMENT  10 -I- -A MS  letter,  page  14 
ASSIGNMENT  10 -J --Timing  on  letter,  page  16 


End  of  Lesson  10 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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DRILLS  FOR  PRACTISE 
Type  two  lines  of  the  following  before  typing  each  day. 

The  third  100  most  commonly  used  words 
supply  see  attached  delivery  where  interested  shall 
suggest  board  let  next  send  value  period  department 
purchase  day  services  credit  days  items  again  until 
statement  best  receive  end  telephones  approximately 
covering  position  between  here  material  opportunity 
certificate  part  months  reply  etc.  herewith  regards 
prices  enclose  provide  advise  application  agreement 
staff  without  requested  because  kindly  shipment  own 
full  soon  completed  given  general  sent  pay  upon  did 
connection  point  still  believe  subjects  past  recent 
within  either  contract  quite  appreciated  name  cover 
whether  balance  did  held  set  unit  requirements  call 
water  fact  just  shown  call  charge  conversation  item 
mentioned  operation  while  problem  does  original  way 

The  fourth  100  most  commonly  used  words 
■  back  car  get  including  market  offer  weeks  additions 
done  follows  having  ask  annual  cannot  prepared  four 
claim  plant  think  satisfactory  various  accounts  him 
four  obtain  high  less  companies  concerning  how  kind 
included  remain  early  production  making  those  every 
another  kind  particular  respect  system  against  long 
increase  returned  today  along  assistance  customer  go 
lease  parts  share  sure  approval  look  experience  few 
investment  several  six  confirm  mortgage  people  firm 
problems  regards  instructions  quotation  together  go 
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change  forwarded  consideration  feet  indicated  place 
receiving  terms  too  arrangements  involved  large  net 
products  second  control  coverage  current  refer  sign 

The  fifth  100  most  commonly  used  words 
convenience  discuss  forms  monthly  operating  special 
property  reason  situation  small  help  recently  extra 
show  expect  Job  sale  size  special  already  costs  far 
income  accept  cases  co-operation  notice  outstanding 
standard  agreed  group  mail  provided  thanks  proposed 
using  construction  acknowledge  address  although  say 
room  conditions  orders  perhaps  rather  store  details 
five  funds  meet  plus  showing  better  city  concerned 
pleasure  suggested  continued  medical  pages  probably 
question  enough  field  payments  purpose  separate  say 
thanking  asked  come  even  lbs.  loss  personal  premium 
prior  rates  agree  comments  delay  outstanding  change 
check  effect  hours  need  reports  say  visit  cash  keep 
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Lesson  11 


ADDITIONAL  LETTER  PARTS 

In  Lesson  9  we  covered  the  basic  parts  of  a  letter,   modified  block  style, 
and  mixed  punctuation.     In  Lesson  10  we  covered  other  styles,  namely:  semi- 
block,  full   blocked,   and  A  MS,   as  well  as  open  punctuation.     In  this  lesson  we 
will  use  the  four  styles  and  add  the  following  special  features: 

subject  line 
attention  line 
enumerations 
tabulations 
quotations 
company  signature 
carbon  copies 

Subject  Line 

The  subject  line  was  referred  to  in  the  A  MS  style.     It  tells  the  reader, 
at  a  glance,  the  topic  of  the  letter.     It  is  placed  under  the  salutation,   or  in 
A  MS  letters,  it  replaces  the  salutation.     It  is  preceded  and  followed  by  two 
carriage  returns .     It  is  most  efficient  to  type  it  at  the  left  margin  but  it  can 
be  centered.    There  is  an  example  on  page  4. 


ASSIGNMENT  11 -A --Submit  for  Correction 

Make  a  copy  of  the  letter  on  page  4  on  the  letterhead  provided.  Erase 
and  correct  your  errors.     Use  full  blocked  style,   open  punctuation. 


ASSIGNMENT  11-B- -Submit  for  Correction 

Type  the  letter  given  in  rough  form  on  page  5.     Use  "V^ilson's 

Haberdashery"  letterhead.  ^  stands  for  new  paragraph.  Use  modified  block 
style,  mixed  punctuation. 
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□3  BEST  BOOKS  LTD. 

3150-  97   Street,  N.W.,  Calgary,  Alberta 
phone:    597-3937       T9P  3L5 

May  15,  1986 

Mrs.  Judy  Harper 

Office  Manager 

Capozzolo,  Inc. 

1442  Northside  Avenue 

Saskatoon,   Saskatchewan     S4N  2R8 

Dear  Mrs.  Harper 

Office  Supplies 

The  new  era  of  business  correspondence  is  here!  Cleaner 
letter  styles,  more  attractive  letterheads  and  envelopes, 
new  colored  typewriter  ribbons  that  produce  a  sharper 
impression,  new  type  faces,  postage  meters,  automatic 
letter  openers --and  many  other  innovations  just  as  important -- 
are  available  today. 

The  office  manager  is  usually  a  busy  person  who  puts  off 
a  trip  to  the  stationer's  store. 

Perhaps  you  have  been  ordering  the  same  old  items  by 
telephone  and  missing  the  chance  to  learn  about  all  the  new- 
est things  that  are  available.     Permit  me  to  call  on  you, 
show  you  some  of  the  new  items,  and  leave  a  copy  of  our 
catalogue,   or  simply  call  427-7899  and  have  a  catalogue  sent 
to  you. 

Either  way,   you  will  be  opening  the  door  to  a  new  era  of 
eye -pleasing  correspondence  and  economical  office  appliances 
which  make  life  in  the  office  world  more  pleasant ! 

Yours  truly 


Lloyd  Pearson 
Assistant  Manager 

XX 


LETTER  WITH  SUBJECT  LINE 
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Lesson  11 


Attention  Lines 


When  a  letter  is  addressed  to  a  company,  an  attention  line  may  be  used 
to  direct  the  letter  to  a  particular  person  or  department.     Because  the  letter 
is  addressed  to  the  company,  the  salutation  "Gentlemen"  is  always  used. 

The  attention  line  is  typed  two  carriage  returns  below  the  address  and  is 
followed  by  two  carriage  returns.  It  may  start  at  the  left  margin,  it  may  be 
indented  the  same  as  the  paragraphs,   or  it  may  be  centered. 

It  may  be  typed  in  all-capital  letters  or  it  may  be  typed  in  capitals  and 
small  letters  and  underscored. 

The  word  "attention"  should  not  be  abbreviated  and  it  should  not  be 
followed  by  a  colon  or  the  word  "of."    Two  common  typewritten  styles  are: 


ATTENTION  SALES  MANAGER 
Attention  Sales  Manager 


ASSIGNMENT  11-C- -Submit  for  Correction 


Make  a  copy  of  the  letter  which  appears  on  page  7  using  the  attention 
line.     Because  Clem  Kendall  typed  the  letter  himself,   it  requires  no 
reference  initials.     Use  plain  paper.     Note  that  the  style  is  full  blocked  with 
open  punctuation.     Erase  and  correct  your  errors. 
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Lesson 


11208  -  124  Street 
Edmonton,  Alberta   T5J  2M9 
May  15,  1986 


Jones  and  Adams  Company 
3793  Lee  Road 

Edmonton,  Alberta    T5N  2R7 
Attention  Office  Manager 
Gentlemen 

Are  you  facing  that  vacation  double -up  inconvenience  when 
the  regular  staff  must  assume  additional  responsibilities? 
Or,   do  you  have  to  work  overtime  yourself  to  keep  routines 
on  their  daily  schedule?    Or,  have  the  potentialities  of  errors 
reached  their  all -season  high? 

Then  you  may  be  interested  in  knowing  that  there  is  available 
a  person  who  has  commercial  skills  such  as  stenography, 
typing,  filing,  use  of  Dictaphone,  bookkeeping,  and  who  is 
adaptable,  enjoys  the  role  of  a  substitute  employee,  is  alert 
and  accurate  and  does  not  want  a  permanent  position . 

Will  you  please  read  the  attached  personal  data  sheet  for 
Clem  Kendall  to  supplement  these  claims? 

Please  mark  your  calendar  to  call  789-6677  for  an  interview 
with  an  applicant  for  that  summer  vacancy. 

Yours  truly 


Clem  Kendall 
Enclosure 


LETTER  WITH  ATTENTION  LINE 
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ASSIGNMENT  11-D- -Submit  for  Correction 

Type  the  following  letter  with  an  attention  line.     Use  the  current  date, 
semi-block  style  and  mixed  punctuation.     The  attention  line  may  either  be 
centered  or  indented  even  with  the  paragraphs.     P  stands  for  new  paragraph 
Use  the  City  of  Red  Deer  stationery. 


Roosevelt  High  School,   1564  Springdale  Road,  Red  Deer, 
Alberta    T4M  7J8    Attention      Student  Personnel  Office. 
Gentlemen:    Each  spring  we  solicit  student  applications 
for  summer  jobs  in  the  Cherry  Amusement  Park.  This 
year  we  anticipate  about  fifty  openings  for  waitresses, 
ticket  sellers,   ride  operators,  and  janitors.     P  Our 
wage  rate  varies  from  $2.75  an  hour  to  $3.50  an  hour, 
depending  upon  the  experience  and  qualifications  of  the 
applicant.    All  applicants  must  be  16  years  of  age  or 
older.     P    We  would  very  much  appreciate  your  passing 
this  information  on  to  the  students  in  your  school. 
Very  truly  yours,  C.  L.  Updyke,  Parks  Manager 
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Letter  with  Enumerations 

Sometimes  we  wish  to  list  a  number  of  items  in  a  letter.     These  are 
treated  as  separate  paragraphs  so  we  double  space  between  them.  Each 
numeral  is  placed  at  the  margin  followed  by  two  spaces.     Note  that  the 
second  line  is  indented  four  spaces  to  align  with  the  typing  in  the  first  line. 


ASSIGNMENT  11-E- -Submit  for  Correction 

Make  a  copy  of  the  following  letter  using  enumerations.  Use  full  blocked 
style  and  open  punctuation.     Erase  and  correct  your  errors.     Use  plain  paper. 

March  14,  1986 


Pre s wick  Sales  Company 
822  Carroun  Street 
Ottawa,  Ontario    K2P  0B6 

Gentlemen 

The  typing  students  in  this  school  are  making  a  survey  to 
find  what  kinds  of  letter  arrangements  are  popular  among 
the  firms  that  employ  our  alumni.     Since  you  are  such  a 
firm,  please  tell  us: 

1 .  Has  your  company  adopted  some  particular  letter  style 
that  is  used  in  all  outgoing  letters? 

2.  Do  your  writers  usually  use  an  attention  line?  Do 
they  have  a  preference  in  its  arrangement? 

3.  Do  your  writers  like  to  use  a  subject  line?    Do  they 
have  a  preference  in  its  arrangement? 

My  students  and  I  would  be  most  grateful  if  we  could 
receive  a  letter  that  answer^  the  above  questions  and 
illustrates  the  most  popular  style  of  letter. 

Yours  truly 

Stephen  R.  Sturgeon 
Business  Teacher 

XX 


LETTER  WITH  ENUMERATIONS 
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Letter  With  Tabulations 

Tables  in  letters  are  centered  just  as  they  would  be  if  they  were  alone  on 
the  page.     The  table  is  preceded  and  followed  by  a  double  space.     One  starts 
backspacing  from  center  for  the  longest  line  and  allows  for  either  four  or  six 
spaces  between  columns. 


ASSIGNMENT  11-F- -Submit  for  Correction 

Make  a  copy  of  the  letter  that  appears  on  page  11  on  the  letterhead 
provided.     Center  the  table  attractively  between  the  margins.     Use  modified 
block  style,   and  mixed  punctuation.     Erase  and  correct  your  errors. 
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MOVIN'  ON   TRUCKING  LTD. 


19304-  86    Street    Edmonton,    Alberta      TIJ  4T3 


April  15,  1986 


Mr.  D.  Lowry 
Central  Advertisements 
1109  -  106  Avenue 
Edmonton,  Alberta    T5N  3P9 

Dear  Mr.  Lowry: 

Thank  you  for  reminding  us  that  it  is  time  to  take  steps  to 
hold  space  in  the  May  issues  of  the  big  journals.     I  may 
now  authorize  you  to  obtain  space  in  our  name  for  these 
three  inserts  for  May: 

Edmonton  Journal  Half  page  Black  only 
Calgary  Herald  Half  page       Black  only 

Sunset  Half  page       Full  color 

If  you  follow  your  normal  schedule,  and  I  assume  you  will 
do  so,  you  should  have  the  ads  ready  for  us  to  review  in 
two  or  three  weeks .     I  shall  look  forward  to  our  meeting 
then,  for  I  am  eager  to  see  how  you  come  along  with  the 
plans  for  our  spring  campaign. 


Sincerely  yours, 


J .  Treleaven 
Promotion  Department 


XX 


LETTER  WITH  TABULATION 
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Letter  with  Quotations 

If  one  uses  a  long  quotation  from  a  book  or  refers  to  something  someone 
has  said,  the  quotation  is  set  off  in  a  paragraph  by  itself.     The  paragraph  is 
preceded  and  followed  by  two  carriage  returns.     Each  side  is  indented  five 
spaces  from  the  margins. 


ASSIGNMENT  11-G- -Submit  for  Correction 

Make  a  copy  of  the  letter  containing  a  quotation  that  appears  on  page  13. 
Use  full  blocked  style,  open  punctuation.     Be  sure  to  indent  the  paragraph 
five  spaces  on  each  side.     Use  the  letterhead  provided. 
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PUBLISHERS  UNLIMITED 

1156-108    Toronto,     Ontario      T6H  5P8 


October  14,  1986 


Mr.  C.  Lowry,  Director 

Northern  Ads,  Ltd. 

7333  West  14  Street 

Bridgewater,  Nova  Scotia    E3K  4M9 

Dear  Mr.  Lowry 

Ever  since  the  meeting  at  which  we  talked  about  the  theme 
of  our  spring  campaign,  I  have  been  thinking  about  the 
wording  of  the  first  paragraph.     It  seems  to  me  that  it 
might  be  better  like  this: 

What  is  space?     To  a  housewife,   space  is 
an  empty  cupboard.     To  a  scientist,   space  is 
the  black  void  between  planets.     To  us  at 
Domtar,  though,   space  is  business. 

After  reading  such  a  paragraph,  almost  anyone  will  ask, 
"How  can  space  be  a  business?"    Thus,   a  reader  is  drawn 
into  the  description  of  how  we  help  industry  to  solve  space 
problems  of  a  thousand  kinds. 

I  am  not  a  copywriter  and  I  know  it.     Yet,  I  feel  there  is 
some  worth  in  this  human  approach.     May  I  have  your 
comments  on  this  idea. 

Sincerely  yours 


John  A  damson,  Manager 
Promotion  Department 

XX 


LETTER  WITH  QUOTATION 
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Letters  with  Company  Signatures 

A  company  signature  may  be  used  to  emphasize  the  fact  that  a  letter 
represents  the  views  of  the  company  as  a  whole  (and  not  merely  the  individual 
who  has  written  it).     If  included,  the  COMPANY  SIGNATURE  should  be  typed 
on  the  second  line  below  the  complimentary  closing  in  ALL  CAPITALS.  Begin 
the  company  signature  at  the  same  point  on  the  carriage  scale  as  the 
complimentary  closing. 

Letter  with  Carbon  copies 

You  should  keep  a  carbon  copy  of  all  business  letters  you  write  to  which 
you  can  refer  for  the  date  the  letter  was  written  or  its  contents. 

Sometimes  you  may  wish  to  make  a  copy  of  a  letter  for  a  second  party 
who  might  be  interested  in  your  message,  too.     In  this  case  you  type  oopy  to 
or  CO  two  carriage  returns  below  your  initials . 


Yours  truly, 

EDMONTON  SAFETY  COUNCIL 


Larry  Mors,  Chief 
Traffic  Safety 

XX 

cc    Mr.  Harold  Wingate,  Chief 
Alberta  Safety  Council 


Carbon  Paper 

Carbon  paper  is  used  to  produce  copies  of  receipts,  invoices,  letters, 
memos,   reports,  and  sometimes  sketches.    As  the  number  of  carbon  copies 
increase,  the  quality  of  each  copy  swiftly  decreases.     It  is  difficult  to 
reproduce  more  than  four  or  five  readable  carbons  on  a  manual  typewriter  or 
more  than  eight  on  an  electric  machine.     Carbon  copies  are  limited  in  quantity 
and  in  quality.     However,  they  are  an  efficient  means  of  keeping  a  copy  of 
business  records  either  in  a  person's  own  home  or  for  internal  business  use. 
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Assembling  a  Carbon  Pack 

You  have  likely  noticed  that  only  one  side  of  a  carbon  paper  reproduces. 
The  people  who  manufacture  carbon  paper  have  made  it  easy  for  you  to  use 
by  making  a  notch  in  the  upper  left  hand  corner. 


THE  CARBON  PACK 


1. 


4. 


Place  the  copy 
paper  on  your 
desk. 


2  .     Place  the  carbon 
shiny  side  down 
on  the  copy  paper 


crease 


3.     Place  the  sheet 
on  which  you 
plan  to  type  on 
top  of  the 
carbon. 


Crease  a  strip  of  paper  and 
place  it  on  the  top  of  the  pack, 
It  will  help  keep  the  pack  to- 
gether in  the  typewriter. 


Place  your  thumbs  under 
the  sheets  and  lift  towards 
you. 
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6.     Flip  the  page  so  that  7.    When  the  paper  comes  up, 

your  thumbs  are  now  towards  the  cap  will  be  on  top. 

you.  Insert  the  paper  in  the 
machine  with  the  creased  cap 
going  in  first. 


nick 


8.     The  notch  in  the  carbon  will  9.     When  you  are  finished  typing, 

be  on  top  as  well.  hold  the  upper  left  hand  corner 

of  the  paper  tightly.  The 
carbon  will  drop  out. 
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Erasing  on  Carbon  Copies 

Errors  on  carbon  copies  should  be  corrected  when  the  paper  is  still  in 
the  typewriter.  Place  a  half  sheet  of  paper  behind  the  carbon  paper  to  pre- 
vent carbon  marks  from  appearing  on  the  remaining  copy.  Use  a  typewriter 
eraser  and  blow  the  crumbs  off  the  paper.  When  the  error  has  been  erased 
from  the  original  and  the  copy,  remove  the  protective  paper.  Reposition  the 
paper  to  type  the  correction. 


carbon  copy 


protective  piece  of  paper 


carbon  paper 
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ASSIGNMENT  ll-H--Submit  for  Correction 

Type  the  following  letter  in  modified  block  style  and  mixed  punctuation. 
Make  two  carbon  copies- -one  for  your  files  and  the  other  for  City  Lecture 
Series  "chairpersons.     Make  the  corrections  as  indicated.     Erase  and  correct 
your  errors.     Use  plain  paper. 


(Current  Date) 


Mr.  Richard  Vance 
1800  Hamlin  Court 
St.  Louis,  MO  63034 


Dear  Mr.  Vance: 
s^JaJj^ecid    /78s  (^^^^c^Jj^  ^=%^^/b/ 

The  following  lecture  tour  has  been  arranged  for  you  for 
the  last  half  of  1986. 


City 


Time 


Chicago 

Rockford 

Peoria 


^  p.m. 

2  p.m.  3^  ^ 
2. p.m.  mT^^ 

All  of  these  assignments  are  in  conjunction  with  our  city 
lecture  series.     Each  city  chainfftsua.  will  let  you  know  at 
least  30  days  prior  to  your  presentation  which  lecture/^jro- 
group  wants  1     At  the  same  time  he^will  also  let  you  know 
the  approximate  number  expected  to  be  in  attendance. 


Enclosed  is  our  contract  with  you  for  this  entire  tour. 
Please  sign  the  original  copy  and  return  it  to  us  as  soon 
as  possible. 

Sincerely, 

MCKAY'S  LECTURE  SERVICE,  INC. 


Gavin  Doyle,  Account  Manager 


GD/xxx 
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ASSIGNMENT  1 1 -I --Submit  for  Correction 

Take  three  VALID  five -minute  timings  on  the  following:    Remember  that 
a  valid  timing  will  have  no  more  than  four  errors.     Use  full  blocked  style, 
mixed  punctuation,   and  plain  paper.     Please  remember  to  use  a  13  cm  line. 


June  16,   1986  3 

4 
5 
6 
7 

Mr.  John  Thompson  11 
2837  Dundas  Street  West  16 
Toronto,  Ontario    M4P  4T7  21 

22 

Dear  Mr.  Thompson:  26 

27 

This  is  the  right  time  of  year  to  think  about  repair-  38 
ing  your  premises.  42 

43 

To  help  you  in  reaching  decisions  on  your  painting  53 
problems  we  would  be  glad  to  send  our  special  repre-  63 
sentative  to  see  you.  The  representative  for  your  73 
area  is  Mr.  George  Scott.  Mr.  Scott  is  an  expert,  83 
and  will  be  able  to  help  you  to  take  care  of  the  93 
matter  to  your  complete  satisfaction.  He  can  make  103 
suggestions  to  help  you  cut  your  costs.  Ill 

112 

We  can  do  all  the  work  right  now  if  you  wish.  121 

122 

Yours  truly,  125 

126 

DUNDAS  MANUFACTURER'S  ASSOCIATION  143 

144 
145 
146 
147 

Thomas  D.  Carlyle  I5I 

152 

XX  153 

123456789  10 
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Lesson  11 


Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT  11-A,  Subject  line,  page  3 

ASSIGNMENT  11-B,  Subject  line,  page  3 

ASSIGNMENT  11-C,  Attention  line,  page  6 

ASSIGNMENT  11-D,  Attention  line,  page  8 

ASSIGNMENT  11-E,  Enumerations,  page  9 

ASSIGNMENT  11-F,  Tabulations,  page  10 

ASSIGNMENT  11-G,  Letter  with  quotation,  page  12 

ASSIGNMENT  11-H,  Letter  with  carbons,  page  18 

ASSIGNMENT  ll-I,  Three  timings,  page  19 


End  of  Lesson  11 


BEST  BOOKS  LTD. 

3150  -  97   Street,  N.W.,  Calgary,  Alberta 
phone:    597-3937       T9P  3L5 


BEST  BOOKS  LTD. 

3150-97   Street,  N.W.,  Calgary,  Alberta 
phone:    597-3937       T9P  3L5 


Wilson's 

10269  107  Avenue 

Haberdashery  Edmonton,  Alberta   T6V  2R9 


Wilson's 
Haberdashery 


10269  107  Avenue 
Edmonton,  Alberta    T6V  2R9 


Red 
Deer 

City 


Red 
Deer 


1315  Gaetz  Ave. 

yRED  DEER 
T3K  2Z5 


MOVIN'  ON  TRUCKING 


19304-  86    Street    Edmonton,    Alberta      TIJ  4T3 


c 


MOVIN'  ON  TRUCKING 


19304-  86    Street    Edmonton,    Alberta      TIJ  4T3 


PUBLISHERS  UNLIMITED 

1156-108    Toronto,    Ontario      T6H  5P8 


PUBLISHERS  UNLIMITED 

1156-108    Toronto,    Ontario      T6H  5P8 
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Graded  by: 


Assignment  Code: 
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Teacher's  Comments: 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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DRILLS  FOR  PRACTISE 
Type  two  lines  of  the  following  before  typing  each  day. 
The  sixth  100  most  commonly  used  words 
times  arrange  branch  certainly  discussed  her  models 
representative  act  action  answer  immediate  managers 
local  previous  project  regret  section  supplied  once 
unable  based  great  hand  later  machine  minimum  units 
sample  shipments  sufficient  term  certificates  least 
directors  financial  installation  weight  behalf  home 
correct  oil  products  returning  he  condition  opinion 
existing  customers  effective  invoices  least  capital 
question  run  sample  sheet  appear  committee  down  yet 
handling  indicated  means  paper  proposal  considerable 
considered  existing  loan  off  placed  procedure  short 
space  test  aware  carry  common  expense  final  hesitate 
member  old  organization  p.m.  registered  regular  ago 

The  seventh  100  most  commonly  used  words 
thought  fully  giving  head  little  obtained  personnel 
power  quality  quote  taking  appear  arrangement  bills 
charged  directly  money  responsibility  sell  shipping 
similar  sold  suitable  write  covered  deposit  working 
estimate  floor  purchased  taxes  bring  division  event 
figure  happy  hear  include  located  public  rental  gas 
right  submit  warehouse  according  become  bonds  point 
locations  management  process  province  areas  federal 
fund  going  hold  near  pipe  points  replacement  air 
study  written  accordingly  bank  books  gas  important 
laboratory  looking  manner  mind  person  writing  always 
average  employees  grain  industry   morning  delivered 
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FI$CO  FINANCE  Co. 

10602-103  Avenu*  Edmonton,  Alberta 
T2J  4A9 


Personal    iine  g 


5  or  6  s places 

<  1 


SPECIAL  DELIVERY  ,i„e  9 


Reserve< 


Mr.   Geoffrey  Davis,  President 

Armsb)!^  Motors 

9207  4  101  Avenue 

EDMON'^^ON,  Alberta  


ostal 
:ode 


BUSINESS  ENVELOPE 


f 

1 
1 

— =-^Sandy  Stevensen  ime  3 

1 

Box  50 

1 

INNISFAIL,  Alberta 

1 

TOM  OWO 

1 
1 
1 
1 

1 
1 

 1  ^  -  - 

Miss  Jean  Leslie 

1 

CALMAR,  Alberta 

i 

TOX  3>ii0 
1 
1 
1 
1 
1 
! 

PERSONAL  ENVELOPE 


Typewriting  20 


-  3  - 


Lesson  12 


DIRECTIONS: 

Insert  this  information  sheet  in  your  typewriter.     Read  the  information 
carefully.     Then  type  the  answers  to  the  questions  in  the  blanks.     Return  the 
carriage  twice  to  check  your  answer. 

Return  Address 

Business  envelopes  usually  have  the  company's  name  and  address  printed 
at  the  top  left  on  the  front  of  the  envelope . 

If  a  return  address  is  typed  on  a  plain  envelope,   block  the  name  and 
address  in  single -spacing  about  three  lines  from  the  top  and  two  spaces  in 
from  the  edge.     Include  the  postal  code  if  you  know  it. 

1.     How  many  lines  does  a  typed  return  address  take  on  an  envelope? 


four  (including  the 
Postal  Code) 

2.  Are  the  lines  single-  or  double -spaced?  

single 

3.  Is  that  true  on  both  large  and  small  envelopes?  

yes 

Mailing  Address 

The  name  and  address  of  the  person  to  whom  the  letter  is  being  sent  is 
blocked.     Three  or  fewer  lines  are  double -spaced .     Four  or  more  lines  are 
single -spaced.     Begin  typing  1  space  below  horizontal  center.     To  find 
horizontal  center,  insert  the  envelope  in  the  machine,  and  count  the  number 
of  carriage  returns  (let  us  suppose  it  is  24).    Half  of  that  distance 
(24  4-  2  =  12)  would  be  center.     You  start  t3^ing  one  space  below  vertical 
center  on  line  13. 

Begin  1  cm  to  the  left  of  vertical  center  (backspace  from  center  about 
five  spaces). 

4.  What  spacing  would  be  used  for  a  five -line  address?   

single 

5.  What  spacing  would  be  used  for  a  three -line  address?   


double 
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The  address  begins 
center . 


spaces  to  the 


of  the  vertical 


five  left 


Suppose  you  have  an  envelope  with  21  spaces --the  middle  line  is  the 
tenth.     On  what  line  should  you  start  the  address? 


eleventh 

8.     Suppose  your  envelope  has  25  lines --on  what  line  should  you  start? 


9.  The 


and 


the  examples  shown  on  page  2„ 


thirteenth 
are  typed  in  all  capitals  on 

city        Postal  Code 


Mail  Service 

One  can  buy  special  stamps  to  designate  the  type  of  mail  service  desired- - 
air  mail,   special  delivery,  first-class,   and  registered.     If  service  is  requested 
for  which  no  special  stamps  are  available,  type  the  service  desired  in  all 
capitals  on  line  9,   1  cm  from  the  right  edge. 


10 


The  quickest,   surest  way  to  indicate  a  request  for  airmail  service  is  to 


use  airmail  stamps 
11.     On  what  line  would  a  notation  to  the  Postal  System  be  typed? 


Line  9 
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Requests  like  "Personal"  or  "Confidential"  are  typed  on  line  9,    1  cm 
from  the  left  edge  and  are  underscored. 

N  .B .       Use  abbreviations  sparingly.    Abbreviate  only  if  the  full  word  will 
not  fit  on  one  line . 

NOTES  ON  ENVELOPE  SIZES 

Only  standard  letter  size  envelopes  can  be  machine  sorted.  They  measure 
approximately: 

92  mm  x  164  mm 
105  mm  X  240  mm 
121  mm  X  235  mm 
152  mm  X  254  mm 

In  this  lesson  you  will  be  asked  to  fold  letters  for  both  small  and  large 
envelopes.     Instructions  are  given  below  concerning  the  method  used  for  folding 
letters . 


METHODS  USED  FOR  FOLDING  LETTERS 

Letters  should  be  folded  so  as  to  fit  the  particular  type  of  envelope 
selected.     To  fold  a  letter  for  a  small  envelope  (approximately  89  mm  x  140 
mm) ,  use  the  following  method: 


(1) 


(2) 


Fold  from  the 
bottom  to  within 
about  1  cm  of 
the  top  of  the 
sheet . 


Fold  from  right  to 
left  about  one -third 
the  width. 


(3) 


Fold  again  from  left  to  right 
leaving  about  2  mm  underlapping. 
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To  fold  a  letter  to  fit  a  large  envelope  (approximately  121  x  235  mm), 
use  the  following  method: 


Fold  about  one -third  of  the  Fold  the  top  third  down  to  within 

sheet  from  the  bottom  towards  1  cm  of  the  first  fold, 

the  top. 


HOW  TO  INSERT  LETTERS  IN  ENVELOPES 


Hold  the  envelope  in  your  left  hand  with  the  back  towards  you. 


Then  insert  the  letter  with  the  last  crease  placed  in  the  envelope  first. 
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IMPORTANT  POINTS 

1.  All  letters  should  be  mailable.     That  is,  there  should  be  NO  ERRORS. 

2 .  Place  the  letters  in  the  envelopes  by  putting  the  last  crease  made  when 
folding  into  the  envelope  first . 

3.  Underlap  the  edges  of  the  paper  when  folding  letters. 

4.  Use  blocked  style  and  standard  punctuation. 

5.  Type  the  date  on  line  15.     This  line  is  2  l/2"  from  the  top  of  the  page. 
(Use  today's  date.) 

6.  Remember  to  use  your  initials  when  you  type  a  letter.     Do  not  copy 
"XXX",   "xxx"  or  another  typist's  initials. 


ENVELOPES 

1.  Insert  letters  in  envelopes  correctly.  The 
last  crease  made  should  be  the  first  crease 
to  enter  the  envelope. 

2.  Double  space  a  mailing  address  of  three  lines. 
Always  use  at  least  three  lines  for  the  mailing 
address.     If  there  is  no  street  address  the 
name  of  the  province  should  be  typed  on  the 
third  line. 

3.  USE  the  POSTAL  CODE  if  you  know  it. 
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ASSIGNMENT  12-A --Submit  for  Correction 

Address  three  small  business  envelopes  (89  mm  X  140  mm)  to  the 
following  people.     Use  your  own  name  and  address  in  the  return  address 
section.     Be  sure  to  type  your  TOWN  or  CITY  in  all  capitals  and  include 
your  postal  code. 

The  addresses  to  whom  you  are  sending  the  envelopes  are  as  follows: 


James  Adams 
29  East  Street 
Chatham,  Ontario 
N7M  2R3 


Joyce  Seers 

11  Herron  Road 

Winnipeg,  Manitoba 

R2P  0S4  (Special  Delivery) 


Suzanne  Napier 

Product  Manager 

67  Alton  Drive 

Halifax,  Nova  Scotia 

B3N  1L8  (Personal) 


ASSIGNMENT  12-B--Submit  for  Correction 

Address  three  large  legal  size  envelopes  (121  mm  X  235  mm)  to  the 
following  people.     Use  your  own  name  and  address  as  the  return  address 
section.     The  addresses  are  as  follows: 


Mary  Anne  Black 
12  Omeara  Street 
Ottawa,  Ontario 
KlY  2S7 


(re  gistered) 


Mrs.  Louise  Neilson 
315  Lilac  Terrace 
Saokatoon,  Saskatchewan 
S4L  2M8 


(special  delivery) 


Terrance  Feldstrom 
Innisfail,  Alberta 
TOM  OPO 
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ASSIGNMENT  12 -C --Submit  for  Correction 

Type  the  following  letter  on  plain  paper.     Use  the  blocked  style  and 
standard  punctuation.     Set  your  margins  for  a  125  mm  line.     Type  carefully 
and  ERASE  your  errors.     Your  finished  product  should  be  MAILABLE --that 
is,  free  of  errors.     DO  NOT  COPY  LINE  FOR  LINE  as  your  typewriter  size 
will  undoubtedly  be  different.     Sign  your  letter.    Address  a  small  business 
size  envelope  and  insert  the  letter  in  it. 

Because  this  is  a  personal  letter,   it  will  differ  from  the  business  letters 
that  you  were  typing  in  Lesson  11.     Use  your  own  address  for  the  return 
address.     Begin  to  type  your  address  on  line  13  as  the  date  will  be  on  line 
15.     Use  your  own  name  for  the  writer's  identification.    Note  that  when  you 
write  a  letter  for  yourself  you  do  not  use  reference  initials. 


Your  street  address 

lour  oity^  Alberta    POSTAL  COVE 

Today  's  date 


Simpson's  Catalogue  Sales 
Box  334 

Vegreville,  Alberta    T4G  2T2 
Gentlemen: 

I  am  writing  to  ask  that  you  correct  an  error  in  my  October  2  bill.     I  am 
one  of  your  charge  customers. 

On  September  19,  I  purchased  an  electric  waffle  iron  for  $25.99.     The  iron 
did  not  work.     I  sent  it  back  to  you  and  asked  you  to  credit  it  to  my  account. 
When  the  October  statement  arrived,  I  found  that  you  had  charged  me  for  the 
iron  but  had  not  given  me  credit  for  its  return. 

I  know  that  such  errors  are  easy  to  make,   but  I  would  appreciate  your 
correcting  it.     Thank  you  for  your  time  and  help. 

Sincerely  yours, 


Your  name 
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ASSIGNMENT  12 -D- -Submit  for  Correction 

Type  the  following  letter  on  plain  paper.     Use  the  blocked  style  and  standard 
punctuation.     Note  that  in  a  personal  letter  the  colon  after  the  salutation  becomes 
a  comma  (,).     Set  your  margins  for  a  125  mm  line.     Type  carefully  and  ERASE 
all  your  errors.     Your  finished  product  should  be  MA  ILA  BLE  - -that  is,  free  of 
errors.     DO  NOT  COPY  LINE  FOR  LINE  as  your  typewriter  size  will  undoubtedly 
be  different.    Address  a  small  envelope  and  insert  the  letter  in  it. 

Because  this  is  a  personal  letter,  it  will  differ  from  the  business  letters 
that  you  were  typing  in  Lesson  11.     Use  your  own  address  for  the  return 
address.     Begin  to  type  your  address  on  line  13  as  the  date  will  be  on  line  15. 
Use  your  own  name  as  the  writer's  identification.     Note  that  when  you  write  a 
letter  for  yourself  you  do  not  use  reference  initials.    Also,  there  is  no  inside 
address. 


Your  street  address 

Your  City:,  Alherta    POSTAL  COVE 

Today  's  Date 


Dear    Friend's  first  ncane^ 

I  was  very  happy  to  read  in  tonight's  paper  of  your  acting  success  in  the  recent 
Provincial  Drama  Festival  being  held  in  Calgary  this  year.     I  would  like  to  add 
my  congratulations  to  those  you  must  be  receiving  for  your  fine  performance 
in  "Eve's  Children." 

Will  you  be  performing  at  any  other  festivals  in  the  near  future?     If  you  do 
perform  in  this  town  could  you  let  me  know  so  that  I  can  be  sure  to  come  to 
the  performance . 

Your  mother  and  father  must  be  very  proud  of  you.  The  whole  block  here  has 
been  buzzing  with  the  news  of  your  success. 

Y'ou  would  still  recognize  the  old  block  but  the  people  have  changed.  People 
are  moving  all  the  time.     The  Morris  family  is  still  here.     Do  you  remember 
Jeff  Morris?     He  is  making  quite  a  record  for  himself  on  the  football  team 
for  our  school.     It  looks  like  the  team  will  make  it  to  the  playoffs  this  year. 

Do  write  when  you  can  take  time  out  from  your  busy  schedule.     Why  don't  you 
talk  your  parents  into  buying  you  a  typewriter?     I  know  you  are  behind  with 
your  letter  writing.     Why,   you  already  owe  ME  a  letter! 

Yours  truly, 


Your  name 
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ASSIGNMENT  1 2 -E --Submit  for  Correction 

Compose  a  letter  to  a  friend  of  yours,   either  inviting  him/her  to  spend  a 
holiday  with  you  or  congratulating  him/her  on  a  recent  accomplishment 
(winning  a  scholarship,   winning  a  sports  tournament  or  graduating). 

Type  a  rough  draft  and  then  type  a  finished  copy.     Your  finished  copy 
should  be  MA ILA BLE - -that  is,   it  should  be  free  of  grammatical,  spelling, 
or  typing  errors.    Address  a  small  envelope  and  insert  the  finished  copy  in 
it.     Submit  the  rough  draft  too. 


SPREADING  A  LETTER  FOR  BALANCE 

In  this  course,  you  learned  that  the  date  is  on  line  15  followed  by  five 
carriage  returns.     However,  you  also  learned  that  typed  material  should  be 
well-balanced  on  the  page.    A  letter  should  resemble  a  correctly  framed 
picture.     In  other  words,  the  sides  of  the  frame  are  equal  and  the  bottom 
margin  is  slightly  wider  than  the  top  margin. 
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Sometimes  you  may  have  a  very  short  letter  that  would  be  top  heavy  if 
one  typed  the  date  on  line  15  followed  by  five  returns.     Therefore,   you  may 
do  one  of  the  following: 

1.  EXTRA  SPACING --use  standard  placement  but  insert  extra  space  between 
the  date  and  the  inside  address  (can  be  as  many  as  ten  blank  lines), 
between  the  complimentary  close  and  identification  (can  be  as  many  as 
six  blank  lines),   and  between  the  identification  and  the  initials  (can  be 
as  many  as  three  blank  lines) . 

2.  STRETCHING --use  standard  placement  but  (a)  type  the  date  in  three  lines 
(spread  the  letters  in  the  month  and  the  figures  in  the  year,   write  the 
day  of  the  month  in  words),   (b)  insert  one  additional  blank  line  every 
time  you  insert  any  blank  line  (c)  double  space  the  body  (d)  use  a  company 
signature  (e)  put  the  writer's  title  on  a  separate  line,  under  the  type- 
written name . 


ASSIGNMENT  12-F--Submit  for  Correction 

Type  a  copy  of  the  letter  (Stretching)  on  page  13.  Use  plain  paper  and 
125  mm  line  length.     Erase  and  correct  your  errors. 


ASSIGNMENT  12 -G- -Submit  for  Correction 


Type  a  copy  of  the  letter  (Extraspacing)  on  page  14.  Use  plain  paper  and 
125  mm  line  length.     Erase  and  correct  your  errors. 
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Letter  using  STRETCHING 


AUGUST 
Twenty-First 

19  8  6 


Mr.  Wilbur  N.  Stewart 
Assistant  Production  Manager 
Gamble,  Incorporated 
9902  -  103  Street 
GRANDE  PRAIRIE,  Alberta 
T8V  2K9 
|3 


Dear  Mr.  Stewart: 

Since  either  September  2  or  3  is  convenient  to  you,  John 

Drake  and  I  will  bring  the  specifications  to  your  office  at  one 

o'clock  on  September  2 

Sincerely  yours, 
3 


THE  PROCTOR  COMPANY 


Larry  Streeter 
resident 


XXX 
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Lesson  12 


August  21,  1986 


10 


Mr.  Wilbur  N.  Stewart 
Assistant  Production  Manager 
Gamble,  Incorporated 
9902  -  103  Street 
GRANDE  PRAIRIE,  Alberta 
T8V  2K9 

Dear  Mr.  Stewarts 

Since  either  September  2  or  3  is  convenient  to  you,  John  Drake 
and  I  will  bring  the  specifications  to  your  office  at  one 
o'clock  on  September  3. 


Sincerely  yours. 


6 


V 

Larry  Streeter,  President 


XXX 
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SlVmLL  SIZE  PAPER 


28  cm  P4 


21.5  cm 


Not  all  companies  use  standard 
letter-size  stationery.  However, 
under  the  metric  system,  paper  is 
cut  to  sizes  that  bear  a  constant 
logical  relationship  to  each  other- - 
that  is,   successive  sizes  are  half 
the  preceding  size.    As  illustrated 
in  the  diagram  above,   P4  paper  is 
halved  to  make  two  sheets  of  P5 
paper.     Because  it  is  smaller,  P5 
paper  requires  narrower  margin         21.5  c 
settings.     The  only  line  length  used 
is  10  cm.     The  date  is  typed  on 
line  12  and  there  are  only  4  spaces 
separating  the  date  from  the  inside 
address. 

2cm  10cm  2cin 


14cm 


12 


DATE 
4 

INSIDE 
ADDRESS 


i 


10  cm  =  10  X  4  spaces  PICA  or  40  spaces 
10  X  5  spaces  ELITE  or  50  spaces 
10  X  4.5  spaces  'BROTHER'  or  45  spaces 
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ASSIGNMENT   12 -H- -Submit  for  Correction 

Type  the  letter  below  on  the  letterhead  provided.  Be  sure  it  is 
MAILABLE. 


LARRY 'S  MAIL ORDER  HOUSE 


14205-102     Street      Calgary.     Alberta  T6P-2J3 


May  16,  1986 


Vegreville  Insurance  Agency 
834  Reynolds  Building 
Vegreville,  Alberta    TOB  4L0 

Gentlemen: 

A  complete  list  of  all  our  employees  to  be 
included  in  the  group  accident  insurance  program 
for  the  Children's  Amusement  Park  is  enclosed. 

We  shall  appreciate  your  approving  the  list 
and  sending  the  policies  to  us  as  soon  as 
possible . 

Cordially  yours. 


C.  L.  Upton 
General  Manager 


XX 

Enclosures  2 
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Lesson  12 


Up  until  now  we  have  been  typing  the  date  on  line  15  and  using  a  13  cm 
line  length.     However,   we  have  covered  average  length  letters  only.  Most 
letters  will  fit  a  13  cm  line.     However,   short  letters  require  stretching  or 
extraspacing  and  long  letters  require  a  longer  line  length.     From  now  on  you 
will  have  to  rely  on  the  "eye  appeal"  of  a  letter.     That  is,  it  should  be 
"framed"  on  the  page.     Once  you  have  had  lots  of  practice  judging  the 
length  of  letter,   you  will  find  it  easy  to  produce  attractive  letters.  However, 
you  may  find  that  you  need  to  type  a  letter  more  than  once  to  make  it 
attractive.     Spend  time  judging  the  appearance  of  your  letters.  Frequently 
refer  to  the  diagram,  page  11,  and  compare  the  appearance  of  your  letter 
with  it . 


LONG  LETTERS 

If  a  letter  looks  longer  than  the  "average"  letters  you  have  been  typing, 
set  margins  wider  than  the  regular  12.5  cm  line  length.  Use  a  15  cm  line 
length. 

1  cm  =  4  PICA  spaces 
5  ELITE  spaces 
4.5  BROTHER  spaces 

so 

15  cm  =  60  PICA  spaces 
70  ELITE  spaces 
65  "BROTHER"  spaces 


12.5  cm 

for  average  letters 


15  cm 
for  long  letters 


The  date  still  begins  on  line  15  on  the  first  page.     Stop  typing  on  the 
first  page  2.5  cm  above  the  bottom  of  the  page.     Sometimes  you  have  to  use 
two  pages  for  a  long  letter.    A  narrower  top  margin  is  used  for  additional 
pages . 

The  top  margin  is  2.5  cm  or  6  spaces  so  you  begin  to  type  on  line  7. 
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The  heading  on  the  second  page  can  be  one  of  two  styles,   blocked  or  spread. 
It  contains  the  name  of  the  addressee,   the  page  number,   and  the  date,   in  that 
order.     It  is  followed  by  3  carriage  returns. 


Blocked  Arrangement 


Dr.  James  F.  Powell 
Page  2 
May  25,  1986 

3 

By  the  time  we  arrived,  we  found  several  people 
gathered  around  the  house. 


Spread  Arrangement 


i 


Mr 
3 


Harold  Jones 


Page  2 


May  17,  1986 


and  as  soon  as  we  have  sent  him  our  reply,   we  hope 
he  will  take  whatever  steps  are  necessary  to  obtain 
the  extra  help.     I  would  like  him  to  .    .  . 


The  addressee's  name  is  typed  at  the  left  margin,  the  page  number  is 
centered  and  the  date  is  pivoted  from  the  right  margin. 
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i^SSIGNMENT  12-1  — Submit  for  Correction 

Type  the  following  letter  on  plain  paper.     Because  it  is  long,   use  a 
15  cm  line.     Use  full  blocked  style  and  open  punctuation,   and  today's  date. 
(P)  stands  for  new  paragraph.     Address  a  legal  size  envelope  and  insert 
the  letter  in  it.     Use  your  own  address  for  the  return  address  on  the  envelope 

Mr.  James  D.  Harley,    1028  Sunset  Point,  North  Cooking 
Lake,  Alberta,  TOB  3N0.     Dear  Mr.  Harley:    Here  is  a 
special  offer  to  which  you  and  all  our  friends  of  long- 
standing (five  years  or  more)  are  entitled.     (P)  By 
taking  advantage  of  this  offer,   you  can  extend  your 
subscription  to  PICTURES  two  whole  years  at  a  rock- 
bottom  price,  a  price  that  is  just  one -half  the  news- 
stand price.     Yes,  you  can  get  two  more  years  of 
PICTURES  for  only  $6.     This  is  a  bargain  you  cannot 
afford  to  overlook.     (P)    We  know  you  like  PICTURES. 
You  like  the  way  it  keeps  you  well  informed,  the  way 
it  goes  behind  the  scenes  to  give  you  the  background  of 
vital  events  in  picture  form.     (P)    You  like  the  way 
PICTURES  brings  you  the  unfolding  story  of  Canada-- 
a  story  of  joys,   sorrows,  tragedy,   comedy- -a  story  of 
people.     (P)    That  is  why  we  recommend  that  you  take 
advantage  of  this  offer  right'  now.     (P)    This  special 
price  is  available  only  to  those  who  have  been  enjoying 
PICTURES  for  five  years  or  longer.     It  is  our  way  of 
saying  "thank  you"  for  being  a  friend  of  ours  for  so 
many  years.     This  special  price  won't  be  made  to  other 
subscribers  or  the  general  public;  therefore,   we  request 
that  the  enclosed  certificate  be  used  by  you.     It  is  not 
transferable.       (P)    So  please  mail  the  certificate  now-- 
while  the  offer  is  still  in  effect.     Cordially  yours. 
Circulation  Manager,  A.  K.  Cole/xx  Enclosure 

ASSIGNMENT  12-J--Submit  for  Correction 

Type  the  following  letter  on  plain  paper.     Because  it  is  long,  use  a 
15  cm  line.     Use  full  blocked  style  and  open  punctuation,  and  today's  date. 
(P)  stands  for  new  paragraph.    Address  a  legal  size  envelope  and  insert  the 
letter  in  it.     Use  your  address  on  the  envelope  as  the  return  address. 

Dr.  Milton  W.  Oakley,  Grande  Prairie  College,  Grande 
Prairie,  Alberta,  T5M  2T7.     Dear  Dr.  Oakley:    As  a  final 
step  in  compiling  an  ANNOTATED  BIBLIOGRAPHY  OF 
SELECTED  ARTICLES  from  material  that  has  appeared  in 
CORZINES'  MAGAZINE  during  the  past  two  years,  the 
Selection  Committee  is  asking  a  group  of  educators  and 
parents  to  give  their  evaluations  of  some  of  the  articles. 
(P)    The  BIBLIOGRAPHY  will  be  divided  into  15  sections, 
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one  of  which  is  enclosed.     Will  you  please  check  the 
articles  on  the  enclosed  list  and  indicate  which  ones  you 
consider  to  be  the  most  interesting  and  worthwhile?  Also, 
please  indicate  your  second  choice  and  third  choice.  The 
Committee  would  appreciate  your  writing  a  very  brief 
annotation  of  the  article  you  select  for  first  place.  (P)  I 
realize  there  are  many  demands  on  your  time.  However, 
your  co-operation  will  be  a  great  help  to  the  Committee  in 
making  the  BIBLIOGRAPHY  truly  selective.     We  are  sending 
you  today  a  beautiful,   leather -bound  volume  of  the  24  issues 
of  CORZINES'  MAGAZINE  to  which  you  may  refer  when 
evaluating  the  articles.     Please  accept  the  volume  as  a 
token  of  our  appreciation.     (P)    Arrangements  have  been 
made  to  have  the  ANNOTATED  BIBLIOGRAPHY  OF 
SELECTED  ARTICLES  printed  in  the  May  issue  of 
CORZINES'.     Therefore,   it  is  of  utmost  importance  that 
the  list  be  evaluated  and  returned  to  me  as  soon  as  possible. 
Additional  reprints  of  the  BIBLIOGRAPHY  will  be  made 
and  sold  at  a  nominal  price.     You  and  all  others  who  assist 
the  Committee  in  making  the  final  selections  will  receive 
25  copies  without  charge.     Very  truly  yours,  Charles  T. 
Leonard,  Selection  Committee    xx  Enclosure 
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Take  three  VALID  five -minute  timings  on  the  following  letter.  Remember 
that  a  valid  timing  will  have  no  more  than  four  errors. 


May  15,  1986  3 

4 
5 
6 
7 

Jason  Wardman  &  Company  12 
257  Cochrane  Street  16 
Cornwall,  Ontario  20 

21 

Gentlemen:  23 

24 

We  are  pleased  to  invite  you  and  your  complete  33 
executive  to  an  evening  dinner  in  the  Club  Room  of  43 
the  Kenmore  Hotel  on  July  13  at  6:45  p.m.  51 

52 

Should  you  be  considering  a  new  heating  system  for  62 
your  present  building  or  contemplating  the  construe-  72 
tion  of  a  new  home,  our  Regional  Commercial  and  82 
Industrial  Sales  staff  will  be  on  hand  to  discuss  92 
with  you  the  advantages  of  Electric  Heating  and  102 
Lighting  designs.  106 

107 

I'm  sure  the  entire  evening  will  result  in  profit  117 
and  pleasure  for  all  those  present.  124 

125 

We  should  be  pleased  to  hear  from  you  on  or  before  135 
January  30  as  to  the  number  who  will  be  attending.  145 

146 

Yours  very  truly,  150 

151 
152 
153 

H.  A.  Burton,  Manager  158 

159 

XX  160 

123456789  10 
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ASSIGNMENT  CHECK  ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT 

12 

-A  , 

envelopes , 

page 

8 

A  SSIGNMENT 

12 

-B , 

envelopes, 

page 

8 

ASSIGNMENT 

12 

-c , 

personal  letter, 

page  9 

A  SSIGNMENT 

12 

-D, 

personal  letter, 

page  10 

ASSIGNMENT 

12 

-E, 

composed 

letter. 

page  1 1 

ASSIGNMENT 

12 

-F, 

stretching, 

page 

12 

ASSIGNMENT 

12 

-G, 

extraspacing,  page  12 

ASSIGNMENT 

12 

-H, 

small  size 

paper 

,  page  16 

ASSIGNMENT 

12 

■I, 

long  letter, 

page 

19 

ASSIGNMENT 

12 

-J, 

long  letter 

page 

19 

ASSIGNMENT 

12- 

-K, 

timing,  page  21 

End  of  Lesson  12 


LARRY'S  MAIL  ORDER  HOUSE 

l4205-tO2    Street      Calgary,     Alberta  T6P-2J3 


LARRY'S  MAIL  ORDER  HOUSE 

14205-102    Street      Calgary,     Alberta  T6P-2J3 


LESSON  RECORD  FORM 


2565  Typewriting  20 
Revised  87/03 


FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(If  label  is  missing 
or  incorrect) 

File  Number 
Lesson  Number 

Student's  Questions 
and  Comments 


s 

■a  s 
1  = 

a.  = 

I  8 

^  2J 


FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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NUMBER  DRILLS 

Many  students  express  concern  over  the  difficulty  they  have  in  typing 
numbers.     The  following  exercises  will  help  to  strengthen  your  reach  to  the 
number  keys.     Stay  on  home  row  and  reach  up  to  the  number  row.     (Do  the 
first  line  only  if  you  have  the  number  1  key  above  the  letter  q .) 


LINE  -  40 
SPACING  -  1 


aql 

aql 

111 

ala 

11a 

aql 

aql 

Iqa 

111 

111 

lo9 

loO 

999 

191 

99o 

091 

999 

191 

999 

999 

ki8 

kSk 

ki8 

88k 

k8k 

181 

888 

188 

888 

i8k 

fr4 

f4f 

44f 

ff4 

r4r 

rr4 

44f 

f44 

4f4 

f4f 

Jy6 

y6j 

J6j 

666 

j6j 

666 

J  6J 

j66 

666 

y6j 

sw2 

s2s 

w2s 

s2s 

ss2 

22w 

s2w 

221 

226 

22s 

;po 

pOp 

Opp 

012 

0;p 

pop 

;pO 

000 

220 

210 

f5f 

f55 

55f 

ft5 

f5t 

ft5 

555 

f5f 

55f 

de3 

3d3 

3de 

d3d 

de3 

d3d 

33d 

d3d 

335 

33d 

ju7 

J7j 

Jj7 

ju7 

JTJ 

77J 

j7u 

765 

777 

7j7 

In  these  number  drills,  the  word  tells  you  what  fingers  to  use  on  the 
following  number.  For  example  in,  it  85 ^  the  85  is  typed  with  the  same 
fingers,  in  the  same  sequence  as  it- 

LINE  -  40 
SPACING  -  1 


it  85  to  59  we  23  if  84  lid  983  dip  38O 
rip  480  rut  475  row  492  roe  493  pow  092 
ire  843  ore  943  owe  923  ewe  323  eye  363 
wee  233  wet  235  awe  123  ate  153  sit  285 
tot  595  toy  596  joy  796  jot  795  dot  395 
fat  415  fit  485  lit  985  lip  980  dot  395 
your  6974  pour  0974  pout  0975  rout  4975 
yipe  6803  pipe  O803  ripe  4803  wipe  2803 
quip  1780  quit  I785  suit  2785  silt  2895 
dear  3314  pear  0314  peer  0334  leer  9334 
sore  2943  yore  6943  lore  9943  lose  9923 
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You  are  familiar  with  forms.     Forms  such  as  cheques,   invoices  and 
sales  slips  are  common.     A  business  form  performs  three  jobs. 

1.  It  gives  an  outline  of  any  information  to  be  recorded. 

2.  It  provides  space  for  the  entry  of  the  information  so  that 
it  is  easy  to  find. 

3.  It  provides  copies  of  the  information. 

Business  forms  are  designed  so  that  all  you  need  do  is  "fill  in  the 
blanks."    For  example,  if  you  see  the  word   Date,  you  would  type  the  current 
date  after  it.    As  you  know,  a  colon  is  followed  by  two  spaces,   so  you  would 
set  a  tab  two  spaces  after  the  guide  word  Date, 

Date:  . 


A  well-designed  business  form  should  coincide    with  typewriter  spacing 
and  will  allow  you  to  set  a  minimum  number  of  tab  stops  to  save  waste 
motion.     For  example,  on  the  form  illustrated  below,  you  can  use  one  tab 
stop  for  To:    and  the  Catalogue  Number, 


RILEY   &  RILEY 

319  Nora  Road 
Prince  George,  B.C. 
V2M  3P1 

Tab 

Order  No. : 
Date: 

Tab 

Ship  Via: 

Terms : 

Department: 

Quantity 

,  Catalogue  No. 

Description 

Unit  Price 

Total 

Tab 

1 

Tab 
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Invoices --In  large  offices,  and  in  most  small  ones,   every  customer's  order 
no  matter  how  it  is  received  (written  or  telephoned)  is  copied  to  a  standard 
form--the  invoice --which  lists  the  customer's  name  and  address,  the  quantity 
and  description  of  each  item  ordered,  the  unit  price  of  the  article  and  the 
total.     Because  a  large  number  of  items  are  ordered,  the  invoice  is  single - 
spaced.     Note  that  dollars  and  cents  are  separated  by  a  space,  not  a  period. 
Words  such  as  "rolls",   "pairs",   "boxes",  appear  in  the  quantity  column. 


BLACK  BROTHERS  LTD. 


TO:    Mr.  Marvin  Morris  DATE:    May  5,  1986 

Welscott  Garments 
2228  Whitemeadow  Place 
Edmonton,  Alberta 
T5N  2B3 


INVOICE 


QUANTITY 


DESCRIPTION 


RATE 


AMOUNT 


24 
30 

11 

22 

22  pairs 


Ajyien's  Multi-colored  neckties 
—^87992 

Boys'  Blue  Jean  jackets.  No. 
77654 

Men's  Leather  Belts,  brown 
Men's  Leisure  Jackets 
Men's  Black  Socks 


Total 


No 


10  00 

20  00 

11  00 
50  00 

2  00/pr 


240  00 

600  00 
121  00 
1100  00 
44  00 

2105  00 
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ASSIGNMENT  13 -A --Submit  for  Correction 

Type  the  following  rough  information  in  correct  form  on  the  Ideal  Supply 
Company  invoice. 

Sold  to:     Voss  and  Howard 

635  Fourth  Street,   Travers,  B.C. 

V6B  4M9 

Date:    November  30,  1986 

Terms:  Cash 
No.  3693 

Shipped  via  our  truck 

10  rolls  of  No.  503  Christmas  Wrapping  Paper  @  $7.50  $  75.00 

10  rolls  of  No.  621  Christmas  Wrapping  Paper  @  $7.35  73.50 

$148.50 


ASSIGNMENT  13-B--Submit  for  Correction 

Type  the  following  rough  information  in  correct  form  on  the  Abbot  Supply 
Company  invoice. 

To  Voss  and  Howard,   635  Fourth  Street,  Travers,   B.C.  V6B  4M9 
Shipped  via  our  truck 
Date  December  16,  1986 
Terms  30  days 
No.  1271 

4  boxes  carbon  paper  @  $5.00  $  20.00 

2  Pencil  Sharpeners  @  $16.45  .  32.90 

12  M  Second  Sheets  @  $1.80  21.60 
24  Typewriter  Ribbons  @  $2.00  48.00 

$122.50 


Typewriting  20 
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Lesson 


ASSIGNMENT  13-C— Submit  for  Correction 


Type  the  following  information  on  the  Lombardo  Luggage  Invoice. 


To  R.   C.   Rigby  and  Co.,   2093  Elm  Avenue,   Sherwood  Park,  Alberta 
T5N  7P9 

Shipped  Via  C.   C.   C.   Trucking  Co. 
No.  350 

Date:     November  30,  1986 
Terms  2/10,  n/30 

Super  Wardrobe  Tourist  Cases  @  $52.50 
1  Wear-Rite  Fitted  Case  De  Luxe 
8  Special  Fitted  Overnight  Cases,  24"  @  $23-50 


$210.00 
137.90 
188.00 
$535.90 


ASSIGNMENT  13-D— Submit  for  Correction 


Type  the  following  information  on  the  Stevens  Luggage,   Inc.  invoice. 


Sold  to  La  Rue  and  Sons,  8897  109  Street,   Edmonton,  Alberta  TZ^O  2G6 

Shipped  Via  Pa.  Freight 
Date:     November  29,  1986 
No.  1354 

Terms  2/10,  n/30 

20  Superior  Combination  Game  Chests  @  $14.85 
40  Superior  Sharkskin  Letter  Cases  @  $5.20 
20  Superior  Fitted  Overnight  Cases,  24"  @  $17-30 
40  Superior  Overnight  Cases  @  $9-33 


$  297.00 
208.00 
346.00 
373.20 
$1  ,22  4  .  20 
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ASSIGNMENT  13 -E  - -Submit  for  Correction 


Lesson  13 


Type  the  following  rough  information  in  correct  form  on  the  Larson  Luggage 
Ltd.  invoice.     MAKE  TWO  CARBON  COPIES  EACH  ON  A  HALF  SHEET  OF 
PLAIN  PAPER. 


To  R.  C.  Tiedelon 

20098  Ash  Street,   Sherwood  Park,  Alberta  T4M  2P3 
Shipped  via  Big  Four  Freight 
No.  350 

Date  November  7,  1986 


20  Superior  Fitted  Overnight  Cases,   24"  @  $21.60  $  432.00 

10  Calfskin  Under-Arm  Bags  @  $7.90  7  9.00 

4  Wear-Rite  Fitted  Tray  Cases  @  $28.80  115.20 

2  Wear-Rite  Fitted  Cases  de  Luxe  @  $137.00  274.00 

4  Gladstone  Bags,  Seal,   26"  @  $28.64  114.56 

20  Super  Combination  Billfolds  @  $6.75  135.00 

24  Ladies'  Patent  Purses  @  $5.10  122.40 

20  Super  Travelling  Bags--Style  R  @  $7.20  144.00 

$1,416.16 


Typewriting  20  -  7  -  Lesson  13 

Credit  Memorandum- -Tells  a  customer  that  an  adjustment  in  his  favor  has 
been  made  in  his  account.    A  credit  memorandum  is  typed  in  much  the  same 
way  as  an  invoice.     However,  because  fewer  items  are  listed  (it  is  unlikely 
that  all  goods  received  would  be  returned)        there  is  double -spacing  between 
the  items  on  a  credit  memo. 


THE  BUSINESS  CLUB 

CEITTRAL  HIGH  SCHOOL 

CREDIT  MEMORANDUM  NO.  843 

TO:    Mr.  Aylmer  Stephens  DATE:  May  5,  1986 

St.  Francis  Senior  High  School 
3106  Lakeview  Street 
North  Cooking  Lake,  Alberta 
TOB  3N0 


YOUR  ACCOUNT  HAS  BEEN  CREDITED  AS  FOLLOWS: 


QUANTITY 

DESCRIPTION 

UNIT  PRICE 

AMOUNT 

15 

Regulation  Type  A  Basketballs, 

damaged  in  transit 

5  00 

75  00 

1 

Standard  Volleyball  net  #3^57, 

damaged  in  transit 

25  50 

25  50 

Total 

100  50 
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Lesson  13 


ASSIGNMENT  13 -F --Submit  for  Correction 

Type  the  following  credit  memorandum  on  the  Glad  Bag  stationery.  Make 
two  carbon  copies  on  half  sheets  of  plain  paper. 

To  Vincent  Sports  Store,    1312  Ludlow  Avenue,  Regina,  Saskatchewan 

S2R  5T7 
Date  May  17,  1986 

2  Gladstone  Bags,   Seal  26"  returned 

Included  in  invoice  of  December  15  33  30  66.60 


ASSIGNMENT  1 3 -G- -Submit  for  Correction 

Type  the  following  credit  memorandum  on  the  Keystone  Stationery. 

To  South  Park  School,   10934  -  167  Avenue  Edmonton,  Alberta 

T8V  3M7 
Date  March  18,  1986 

100  Golf  Balls,   returned  0  04  $  4.00 

15  Golf  clubs,   returned  20  00  300.00 

$304.00 


ASSIGNMENT  13-H--Submit  for  Correction 

Type  the  following  on  the  Bradburn  Stationery.  Make  two  carbon  copies 
on  half  sheets  of  plain  paper. 

To  Mr.  Wilfred  Waite,  President,  Waite  and  Waite,    1778  -  121  Avenue 

N.  W.  Calgary,  Alberta  T3D  4W8 
Date  March  30,  1986 

45  Packets  Blue -lined  envelopes,   damaged  in  transit       1  00       $  45.00 

31  Packets  Pink  Pearl  stationery,   damaged  in  transit     1  50  46.50 

79  Packets  Goldenrod  letterhead,   damaged  in  transit       1  65         130 . 35 

$221.85 
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Lesson  13 


Statement  of  Ac  count --is  a  summary  of  transactions  with  a  customer  during 
a  fiscal  period- -usually  one  month.     The  usual  guides  for  typing  on  printed 
forms  apply  to  this  form.     It  is  single -spaced  because  a  number  of  trans- 
actions occur  in  a  fiscal  period. 


VOYAGEUR  SPORT 

631  Victoria  Street 

TORONTO,  ONTARIO 

STATEMENT  OF  ACCOUNT 

TO:    Mr.  Brian  C.  Vimy  DATE 

:    May  8,  1986 

Trackstar  Sports 

Camrose,  Alberta 

T6K  2N9 

AMOUNT 

ENCLGS 

ED 

$ 

DATE 

REFERENCE 

CHARGES 

CREDIT 

BALANCE 

April  1 

Brought  forward 

150  00 

2 

Payment  on  account 

150  00 

00  00 

15 

Invoice  No.  2689 

167  00 

167  00 

22 

Credit  Memorandum  No.  85 

5  00 

162  00 

30 

Amount  now  due 

162  00 
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Lesson  13 


ASSIGNMENT  13-1 --Submit  for  Correction 

Type  the  following  on  the  Glad  Bag  statement  of  account  provided.  The 
information  is  not  complete  so  you  must  complete  it  for  yourself. 


To  South  Park  School,    10934  -  167  Avenue,   Edmonton,  Alberta 

T8V  3M7 
Date  March  31,  1986 


March       1  Brought  forward  120  00 

2  Payment  on  account  100  00 

5  Invoice  No.  7765  190  00 

15  Invoice  No.  8865  205  00 

16  Payment  on  account  300  00 
22  Credit  memorandum  5  00 
30  Amount  now  due 


ASSIGNMENT  13- J --Submit  for  Correction 

Type  the  following  on  the  Keystone  statement  of  account  provided.  The 
information  is  not  complete  so  you  must  complete  it  for  yourself. 


To  Vincent  Sports  Store,   1312  Ludlow  Avenue,  Regina,  Saskatchewan 

S2R  5T7 
Date  May  30,  1986 


May      1  Brought  forward  00  00 

2  Invoice  No.  8349  175  00 

6  Invoice  No.  98764  215  00 

10  Payment  on  account  300  00 

17  Credit  Memorandum  33  30 

30  Amount  now  due 


Typewriting  20  -  11  - 

■ASSIGNMENT  13 -K --Submit  for  Correction 


Lesson  13 


Type  the  following  on  the  Bradburn  Stationery  provided.  It  is  not  finished 
so  you  must  complete  the  extensions  yourself. 

To  Vincent  Sports  Store,   1092  Street,   Steven's  Road,   S.W.,  Calgary, 
Alberta.  T5N  3B1 
March  31,  1986 


March     1  Brought  forward  120  00 

2  Invoice  No.  349  175  00 

8  Payment  on  Account  175  00 

9  Invoice  No.  389  345  00 
16  Invoice  No.  396  102  00 

30  Credit  Memorandum  221  85 

31  Amount  now  due 
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Lesson  13 


ASSIGNMENT  13-L  --Submit  for  Correction 

Take  three  VALID  five -minute  timings  on  the  following:    Remember  that 
a  valid  timing  will  have  no  more  than  four  errors.     You  may  experience 
difficulty  with  this  timing  as  it  involves  numbers.     Perhaps  if  you  type  a 
little  more  slowly  you  will  have  success.     Aim  for  45  wam. 

LINE  -  60 
SPACING  -  2 

The  symbols    are   written    in   lower    case    letters  except  11 

when  the  unit    is    derived  from  a  proper  name.       The  singular  23 

and    plural    forms  of    the    symbol  are  the  same.       There  is  no  35 

period    used   after    the    symbol    because    a    symbol    is    not    an  47 

abbreviation.       A  space    is    always  left  between  the  quantity  59 

and    the    symbol.       In  describing    the   height  of    a   glass  you  71 

type,  "The  glass  is  10  cm  high."  78 

In  Canada   we   have  been   taught    to  place    a   comma  after  89 

every  three  digits  to  the  left  of  the  decimal  marker.     In  SI  101 

a  space  is  left  after  every  three  digits  to  the  right  and  to  113 

the  left  of    the    decimal  marker.       An  example  of  a  number  in  125 

SI  is     15  467.187  462  5.       This  method  divides  a  long  number  137 

into  easily  read  blocks  of  three  digits.     If  the  amount  of  a  149 

unit  is  only  a  decimal  fraction,  a  zero  is  placed  before  the  I6I 

decimal  marker;  for    example,    0.45  cm.       The  use  of  the  zero  173 

helps  to  draw  attention  to  the  decimal  marker.  l82 

These  are  just  a  few  rules  in  SI.       You  will  learn  more  193 

about  SI  as  you  type  from  the  following  lessons.  203 
123456789       10      11  12 


Typewriting  20                                         -  13  -  Lesson  13 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing . 

ASSIGNMENT  13-A,  invoice,   page  U   

ASSIGNMENT  13-B,  invoice,  page   

ASSIGNMENT  13-C,  invoice,   page  5   

ASSIGNMENT  13-D,  invoice,   page  5   

ASSIGNMENT  13-E,  invoice,   page  6   

ASSIGNMENT  13-F,  credit  memo,   page  8   

ASSIGNMENT  13-G,  credit  memo,   page  8   

ASSIGNMENT  13-H,  credit  memo,   page  8   

ASSIGNMENT  13-1,  statement  of  account,   page  10   

ASSIGNMENT  13-J,  statement  of  account,   page  10   

ASSIGNMENT  13-K,  statement  of  account,   page  11   

ASSIGNMENT  13-L,  timing,   page  12 


End  of  Lesson  13 


IDEAL  SUPPLY  COMPANY 

352  Market  Street 
RED  DEER,  ALBERTA 
T5M  2X9 

TO:  DATE: 

NO.: 

TERMS:                                                                  SHIPPED  VIA: 

INVOICE 

QUANTITY 

DESCRIPTION 

RAT^ 

AMOUNT 

IDEAL  SUPPLY  COMPANY 

352  Market  Street 
RED  DEER,  ALBERTA 
T5M  2X9 

TO:  DATE: 

NO.: 

TERMS:                                                                  SHIPPED  VIA: 

INVOICE 

QUANTITY 

DESCRIPTION 

RATE 

AMOUNT 

ABBOTT     SUPPLY  COMPANY 

596  Center  Street 
Calgary 


TO; 


TERMS: 


DATE 
NO. 

SHIPPED  VIA 


INVOICE 


QUANTITY 


DESCRIPTION 


RATE 


AMOUNT 


ABBOTT    SUPPLY  COMPANY 

596  Center  Street 
Calgary 


TO: 


FERMS: 


DATE 
NO. 

SHIPPED  VIA 


INVOICE 


QUANTITY 

DESCRIPTION 

RATE 

AMOUNT 

LOMBARDO  LUGGAGE 

6066           101  Avenue 

EDMONTON 

TO:  DATE: 

NO.: 

PERMS:                                                                  SHIPPED  VIA: 

INVOICE 

QUANTITY 

DESCRIPTION 

RATE 

AMOUNT 

LOMBARDO  LUGGAGE 

6066           101  Avenue 

j  EDMONTON 

TO:  DATE: 

NO.: 

'ERMS:                                                                  SHIPPED  VIA: 

INVOICE 

QUANTITY 

DESCRIPTION 

RATE 

AMOUNT 

STEVENS   LUGGAGE.  INC. 

2865  Sixth  Avenue  S.W.  Calgary 


TO: 


TERMS: 


DATE: 
NO.: 

SHIPPED  VIA: 


QUANTITY 


DESCRIPTION 


INVOICE 


RATE 


AMOUNT 


STEVENS   LUGGAGE.  INC. 

2865  Sixth  Avenue  S.W.  Calgary 


TO: 


TERMS 


DATE 
NO. 

SHIPPED  VIA 


INVOICE 


QUANTITY 


DESCRIPTION 


RATE 


AMOUNT 


LARSON  LUGGAGE 

1623  Ash  Road 
SHERWOOD  PARK 


TO: 


TERMS: 


DATE 
NO. 

SHIPPED  VIA 


INVOICE 


QUANTITY 


DESCRIPTION 


RATE 


AMOUNT 


LARSON  LUGGAGE 

1623  Ash  Road 
SHERWOOD  PARK 


TO; 


TERMS 


DATE 
NO. 

SHIPPED  VIA 


INVOICE 


QUANTITY 


DESCRIPTION 


RATE 


AMOUNT 


GLAD  BAG 

923U  -  lOT  Street 
REGIM 

CREDIT  MEMORANDUM  NO. 

TO:  DATE: 

YOUR  ACCOUNT  HAS  BEEN  CREDITED  AS  FOLLOWS: 

QUANTITY 

DESCRIPTION 

UNIT  PRICE 

AMOUNT 

GLAD  BAG 

923U  -  107  Street 
REGIM 

CREDIT  MEMORANDUM  NO. 

TO:  DATE: 

YOUR  ACCOUNT  HAS  BEEN  CREDITED  AS  FOLLOWS: 

QUANTITY 

DESCRIPTION 

UNIT  PRICE 

AMOUNT 

( 


KEYSTONE 

10935  -  106  Street 
EDMONTON,  ALBERTA 

STATEMENT  OF  ACCOUNT 

TO:  DATE: 

AMOUNT 
ENCLOSED 

$ 

DATE 

REFERENCE 

CHARGES 

CREDIT 

BALANCE 

KEYSTONE 

10935  -  106  street 
EDMONTON,  ALBERTA 

STATEMENT  OF  ACCOUNT 

TO:  DATE: 

AMOUNT 
ENCLOSED 

$ 

DATE 

REFERENCE 

CHARGES 

CREDIT 

BALANCE 

B  R  A  D  B  U  R  N  '  S 

3105  LaBelle  Crescent 
IVDNTREAL,  QUEBEC 

CREDIT  MEMORANDUM  NO. 

TO:  DATE: 

YOUR  ACCOUNT  HAS  BEEN  CREDITED  AS  FOLLOWS: 

QUANTITY 

DESCRIPTION 

UNIT  PRICE 

AMOUNT 

B  R  A  D  B  U  R  N  '  S 

3105  LaBelle  Crescent 
MONTREAL,  QUEBEC 

CREDIT  MEMORANDUM  NO. 

TO:  DATE: 

YOUR  ACCOUNT  HAS  BEEN  CREDITED  AS  FOLLOWS: 

QUANTITY 

DESCRIPTION 

UNIT  PRICE 

AMOUNT 

GLAD  BAG 

923^  -  107  Street 
REGINA 

jsTATEMENT  OF  ACCOUNT 

TO:  DATE: 


AMOUNT 
ENCLOSED 

$ 


DATE 

REFERENCE 

CHARGES 

CREDIT 

BALANCE 

GLAD  BAG 

923U  -  lOT  Street 
REGINA 

STATEMENT  OF  ACCOUNT 

TO:  DATE: 

AMOUNT 
ENCLOSED 

$ 

DATE 

REFERENCE 

CHARGES 

CREDIT 

BALANCE 

KEYSTONE 

10935  -  106  Street 


EDMONTON,  ALBERTA 

CREDIT  MEMORANDUM  NO. 

TO:  DATE: 

YOUR  ACCOUNT  HAS  BEEN  CREDITED  AS  FOLLOWS: 

QUANTITY 

DESCRIPTION 

UNIT  PRICE 

AMOUNT 

1 

KEYSTONE 

10935  -  106  street 
EDMONTON,  ALBERTA 

CREDIT  MEMORANDUM  NO. 

TO:  DATE: 

YOUR  ACCOUNT  HAS  BEEN  CREDITED  AS  FOLLOWS: 

QUANTITY 

DESCRIPTION 

UNIT  PRICE 

AMOUNT 

B  R  A  D  B  U  R  N  '  S 


3105  LaBelle  Crescent 
MONTREAL,  QUEBEC 

STATEMENT  OF  ACCOUNT 

TO:  DATE: 


AMOUNT 
ENCLOSED 

$ 


DATE 

REFERENCE 

CHARGES 

CREDIT 

BALANCE 

B  R  A  D  B  U  R  N  '  S 


3105  LaBelle  Crescent 

MONTREAL,  QUEBEC 

STATEMENT  OF  ACCOUNT 

TO:  DATE: 


AMOUNT 
ENCLOSED 

$ 


DATE 

REFERENCE 

CHARGES 

CREDIT 

BALANCE  1 

1 

LESSON  RECORD  FORM 


2565  Typewriting  20 
Revised  87/03 


FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(If  label  is  missing 
or  incorrect) 

File  Number 
Lesson  Number 

Student's  Questions 
and  Comments 


a 
< 


.«2 

■5  S 

I? 


FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


SI.  S«rv.  1-W 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.   BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.   POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  14 


NUMBER  DRILLS 

The  following  exercises  will  help  to  strengthen  your  reach  to  the  number 
and  symbol  keys.     Stay  on  home  row  and  reach  up  to  the  number  row. 

LINE  -  60 
SPACING  -  1 


fr4f  fr4f  fr$f  fr$f  fr$f  fr$f  f4f  f$f  f$f  f$f  f4f  f$$  $$  f$$ 
$1  and  $2  and  $3  and  $4  and  $5  and  $6  and  $7  and  $8  and  $900 
$14  $24  $34  $44  $45  $46  $47  $84  $94  $4l  $42  $43  $44  $45  $464 
$1.04  $3.83  $9.25  $5.97  $8.20  $2.06  $7.45  $4.08  $6.43  $49.76 


de3d  de3d  de#d  de#d  de#d  de#d  d#d  d#d  d#d  d#d  d#d  d##  d## 
#1  for  #2  for  #3  for  #4  for  #5  for  #6  for  #7  for  #8l  for  #92 
#44  and  #65  and  #23  and  #79  and  #35  and  #96  and  #61  and  #982 
#30  costs  $43  #05  costs  $68  #68  costs  $77  #37  costs  $89  #157 

sw2s  sw2s  sw"2  sw"s  sw"s  sw"s  s"s  s"s  s"s  s"s  s"s  s""  s"" 
"yes"  "no"  "Maybe"  "Perhaps"  "Certainly"  "What"  "Never"  "No" 
"A  Tale  of  Two  Cities"  "George  Washington"  "Danger  Missions" 
Jo  said,  "I  plan  on  attending  that  important  meeting  today." 

ki8k  ki8k  ki'k  ki'k  ki'k  ki'k  k'k  k»k  k»k  k'k  k»k  k'  k'  ' 
boy's  girl's  man's  woman's  bird's  dog's  cat's  child's  tree's 
boys'  coats  girls'  hats  dogs'  food  puils'  books  birds'  seeds 
John's  hat  Susan's  book  Mary's  pen  David's  comb  Bert's  boots 

Ju7j  Ju7J  Ju&j  ju&j  ju&j  j&j  j&J  j&j  j&J  j&j  j8c&  7&&  7&&  j8c& 
R  &  D;  C  &  0;  P  &  M;  A  &  T;  M  &  M;  J  &  J;  L  &  M;  P  &  R;  L  && 
James  &  Jones;  Smith  &  Abra;  Best  &  Banting;  Locker  &  Mills; 
Crane  &  Wilson  sold  many  of  their  products  to  Miles  &  Miles. 

Ju6j  ju6j  ju_J  ju_J  ju_J  ju_j  j_j  j_J  J_J  J_j  j_j  J_  j  

Saturday  Night ;  The  Bulletin;  Sports  Illustrated;  Year  Book; 
Robert  Louis  Stevenson  wrote  Treasure  Island  many  years  ago. 
He  was  sent  four  copies  of  the  Weekly  Gazette  for  one  month. 
The  boy  was  lazy  and  dishonest  while  his  brother  was  honest . 

fr5f  fr5f  fr^f  fr^f  fr^f  frfof  f5f  f^f  f^f  f/Sf  f^f  f%  f%  %  %% 
1%  and  2%  and  3%  and  k%  and  5^  and  6%  and  1%  and  H  and  900^ 
The  interest  rates  during  the  past  months  were  10^  and  0.5%. 
$82  for  74  days  at  17^;  $68  for  98  days  at  l4f.;  $52  at  1.85^ 

I09I  ;p0;  I09I  ;p0  lo(l  ;p);  lo(l  ;p);  1(1  ')'  ()  ()  ;);  1(1 
(1)  and  (2)  and  (3)  and  (4)  and  (5)  and  (6)  and  (7)  and  (8); 
(a)  and  (b)  and  (c)  and  (d)  and  (e)  and  (f)  and  (g)  and  (h) ; 
The  girl  must  be  (a)  neat,   (b)  a  good  typist,  and  (c)  quiet. 
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Lesson 


INTEROFFICE  MEMOS 

Interoffice  memos  are  written  exchanges  of  ideas  between  individuals, 
departments,   or  branch  offices  of  one  organization.     Most  companies  have 
specially  prepared  forms  on    which  to  type  interoffice  memos.     The  left 
margin  is  aligned  with  the  printed  headings  as  shown  below.     The  right 
margin  is  set  an  equal  distance  from  center  with  the  resulting  line  length 
being  approximately  15  cm.     Read  the  additional  information  given  in  the 
illustration  below: 


INTEROFFICE  MEMORANDUM  UNICD  CORPORATION 


TO:    Robert  C.  Hinman  FROM:    Joseph  Pellegrini 

SUBJECT:    Interoffice  DATE:    November  9,  1986 

Memorandums  g 

This  is  an  example  of  the  blocked  form  of  interoffice  memo, 
with  the  left  margin    aligned  with  the  typewritten  copy  of 
the  heading. 

When  the  writer's  name  appears  in  the  "From"  line,  his 
initials  are  typed  a  double  space  below  the  last  line  of 
the  message  at  the  left  margin  as  shown.     If  only  a  title 
appears  in  the  "From"  line,  the  writer's  full  name  should 
be  typed  two  spaces  below  the  message. 

Reference  initials,  as  well  as  enclosure  and  "cc"  notations, 
are  used  as  in  regular  correspondence. 


J. P. 

br 

cc  Walter  Grimes 
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Lesson  14 


ASSIGNMENT  14-A --Submit  for  Correction 

Make  a  copy  of  the  memorandum  which  appears  on  page  2  of  this  lesson. 
Use  the  Unlco  Corporation  form  provided.     Prepare  one  carbon  copy. 


ASSIGNMENT  14-B- -Submit  for  Correction 

Type  a  corrected  copy  of  the  following  on  an  Interoffice  Memo  form 
(Unico  Corporation)   form  provided. 

To:         Jack  Doyle  /N^^  17,  1986 

General  Sales  Manager  — ^ 

From:     Harold  Green 

District  Sales  Manager 

Following  are  the  total  sales  lor  October  of  each 
salesman  in  District  \\^^i^tuyi..^^.^->^  d^^^ 

Salesman,  Quota,  Sales    (U^^^l^  M^U^ ^-2^  C^J<^^^ 


Aldrich,  Henry,  $500,  $650 

^Brandt,  William,   $600,  $700 

^^Berry,  John,   $400,  $575 
Collins,  Tom,  $500,  $775 

Shaw,  Arthur,  $300,  $450   

Thurman,  Cyril,  $600,  $675  |   Aj^jaj^^^       ^ ^ 

fDavid\mits^  $400,  $450 ^  ^ 

I  am  very  happy  that  all  my  men  sold  over  their 
quotaflast  month.     I  think  our  new  incentive 
system  has  a  great  deal  to  do  with  our  increased 
sales.     Prospects  for  no;it  month^yflook  as  good  as 
or  better  than  October. 

We,_j^e  looking  forward  to  receiving  the  advertij; 
(Jing  brochures  on  Product  X  as  soon  as  possible . 

H.G. 


XXX 
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Lesson 


ASSIGNMENT  14-C --Submit  for  Correction 

Prepare  a  corrected  copy  of  the  following  memorandum.     Use  an  Inter 
office  Memo   (Unico  Corporation)   form  provided. 

To:    All  Employees  November  15,  1986 

From:    Personnel  Department 
Subject:    Change  in  vacation/policy 


Effective  January  1,\  each  employee  will  be  allowed 

one  (1)  day  per  month  paid  vacation  time  for  his____ jJq^i^Yi^ 

first  two  years'  service  with  the  company  and/two 

(2)  days  per  month  for  the  next  (8)  years . 

Vacation  time  may  be  accumulated  to  a  maximum  of 
30  working  days  which  may  -aH:  be  taken  at  one  time 
■^if  desired. 

The  former  procedure  for  scheduling  vacations  is 
still  in  fffect.     Obtain  from  your  department 
supervisor  the  form  entitled  "Request  for  vacation 
jtime .      If  you  -wisfe  to  take  your  vacation  at  two 
different  time  periods,  you  will  need  two  forms. 

a 

The  completeA  form  must  be  returned  to  your  de- 
partment supervisor  b;^  March  15X1^.     Each  super- 
visor will  schedule  vaq(:ions  for  the  personnel  in 
his  department.     Conflicts  regarding  scheduling 
will  be  handled  by  the  supervisor. 

XXX 
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Lesson  14 


ASSIGNMENT  14-D--Submit  for  Correction 

Prepare  a  corrected  copy  of  the  following  on  an  Interoffice  Memo  form 
provided.     (Unico  Corporation) 

TO:  All  Faculty-  FROM:    Franklin  T.  W altera 

SUBJECT:  Final  Examinations     DATE:    May  10,  1986 


-adminiatcrc-d  the  week 


Final  examinations  will  be  -adminiatcrc-d  the  week  of  June  13. 
In  order  to  provide  ample  time  for  faculty  members  to  adjust 
their  schedules,  herewith  is  the  supervision  schedule. 


Room  Teacher 

101 
105 
106 
114 

Teachers  who  are  unable  to  supervise  because  of  conflicting 
duties  should  notify  me  as  soon  as  possible,  so  that  adjust- 
ments may  be  made  in  the  schedule. 

F.W. 


Mi? 


xvxx  .  ■DlumficlU-  ^<^frr^i^^ 

Mrs.  Chestuii  ^r^.  7'>:2^J>i^*^>^-^^^ 
Mrs.  Norbert  . 
MioD  West  Tiq^:-^  ^j:^>-'^^<-JL> 

Mr.  Paulson  ^  . 

Miaa  Floric  >^  •  ..^^^S^^WW^^^ 
Mr.  Dolanoy  y^yq^^L^  7'7q^L-yT^<;l.^J^ 


XXX 


Typewriting  20 


-  6  - 


Lesson  14 


ASSIGNMENT  1 4 -E --Submit  for  Correction 

The  following  memo  differs  from  those  you  have  been  typing  in  that  it 
requires  only  two  headings:    To   and  Date  .     Design  an  appropriate  form  for 
this  memorandum  on  a  plain  sheet  of  paper.     You  may  use  your  typewriter 
to  prepare  the  heading  or  lettraset  or  art  work.     Make  the  interoffice  memo- 
randum form  a  half  sheet  long  and  then  type  the  following  information. 
Remember  that  the  line  length  should  be  15  cm. 


To:    Bookkeeper  Date:    November  8,  1986 

Issue  two  checks  in  payment  of  the  following: 

Bank  of  Montreal,   $274,  in  payment  of  the  liabil- 
ities for  payroll  taxes  and  taxes  withheld  as 
follows:    income  taxes,   $184;  FICA  taxes,  $90. 
These  amounts  are  shown  as  liabilities  in  the 
accounts  Employees  Income  Taxes  Payable  and 
FICA  Taxes  Payable. 

Newman  Luggage  Mart,   $2,151.58,  in  payment 
of  their  invoice  for  $2,218.12  less  3%  discount  of 
$66.54 

John  H.  Voss 


XXX 
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Lesson  14 


TELEPHONE  MEMORANDUM 

Almost  every  office  has  its  own  form  for  taking  messages  regarding  calls 
to  someone  who  is  out  of  the  office  during  the  call.  Again,  on  this  form,  all 
one  has  to  do  is  merely  fill  in  the  blanks  according  to  the  guide  words  given. 

In  the  following,   we  can  see  that  the  call  was  made  to  Mr.  Simpson.  It 
was  from  Mrs.  Reitman  of  Reitman's  Clothing  and  her  phone  number  is 
459-9874.     The  x's  in  the  boxes  indicate  that  she  had  telephoned  to  return 
Mr.  Simpson's  call  and  wishes  him  to  call  her.     The  information  is  explained 
further  in  the  lines  at  the  bottom.     You  must  always  indicate  that  you  took 
the  call  if  there  are  any  questions  regarding  it  by  typing  your  initials  in  the 
"Taken  by"  box;  indicate  the  date  and  the  time  of  call. 


To '    Mr.  S imp s on 


HERE'S  A  MESSAGE  FOR  YOU 
Mrs.  Reitman 


of    Reitman's  Clothing 


Pkom  hlo,  459-9874 
ToZzphomc 

youA  caZZ 

pkOYLZ 


:  □ 

i}JWi  call 

□ 

agcuin 

□ 

Came,  to 

□ 

4ee  yoa 

Wayvti  to 

□ 

4ee  yoa 

She  has 

tried  several 

times  to 

reach  you  and  asked  that  you  call 
her    between  1:00  and  4:00  p.m. 
either  today  or  tomorrow.  


Takm  by 
SJC 


Vote, 
5/10/86 


Time, 
10:30  a.m. 
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ASSIGNMENT  14-F- -Submit  for  Correction 


Lesson 


Make  a  copy  of  the  telephone  message  which  appears  in  the  example  on 
page  7.     Omit  the  initials  "SJC "  and  enter  your  own  initials  in  the  "Taken 
by"  space. 

In  the  following  assignments,   summarize  the  messages  to  fit  into  the 
space  provided. 

ASSIGNMENT  14-G--Submit  for  Correction 

Type  the  following  rough  information  on  a  telephone  message  form.  Re- 
word the  message  part.     For  example,    "asked  that  he  call  her"    would  be 
written  in  second  person  form:"she  asked  that    you  call  her." 

Date  April  15,    1986     Time  9:30  a.m.     Mrs.  Simpson,   Mr.  Simpson's 
wife  called  and  asked  that  he  call  her  before  going  to  the  grocery 
store  on  his  way  home  from  work.     She  forgot  to  write  five  items 
on  the  grocery  list  that  she  gave  him  in  the  morning. 


ASSIGNMENT  14-H— Submit  for  Correction 

Type  the  following  rough  draft  on  a  telephone  message  form.  Reword 
the  message  part,   as  you  did  in  14-G. 

Date:    April  15,  1986     Time:     1:20  p.m.     Mr.  Robinson  of  Robinson, 
Dwight,  Robinson,  Law  Firm  called  to  confirm  his  dinner  meeting 
with  Mr.  Simpson.     Mr.  Simpson  does  not  need  to  return  his  call 
unless  there  are  changes  in  plans.     His  telephone  number  is  255- 
6794. 


ASSIGNMENT  14-1- -Submit  for  Correction 

Type  the  following  rough,  draft  on  a  telephone  message  form.  Reword 
the  message  part,   as  you  did  in  14-G. 

Date:    April  15,   1986     Time:    2:15  p.m.     Mrs.  Treleaven  of 
Simpson's  Cartage  called  to  tell  Mr.  Simpson  that  the  shipment  of 
16  cartons  of  lamps  would  be  delayed  one  week  due  to  the  extra 
heavy  demand  on  their  trucks  after  the  road  ban  was  lifted.  If 
Mr.  Simpson  wishes  further  details  he  can  call  her  at  267-9836. 


Typewriting  20 


-  9  - 

TYPING  ON  CHEQUES 


Lesson  14 


a.  You  should  number  each  cheque  when  you  obtain  a  new  cheque  book. 

b.  Date  the  cheque- -the  date  must  be  the  exact  date  on  which  the  cheque  is 
written . 

c.  Type  the  payee's  name --the  person  who  will  receive  the  money.  Type 
the  name  in  full.     Do  not  use  abbreviations.     Spell  the  name  correctly 
and  if  you  are  in  doubt,  consult  your  telephone  directory  or  look  it  up  in 
previous  correspondence.     Omit  titles  such  as  Mr.,  Mrs.,  Dr.,  Prof., 
or  Miss. 

d.  Type  the  amount  of  the  cheque  in  large,   bold  figures  next  to  the  dollar 
sign. 


e.     Spell  out  the  amount.  It  is  important  that  you  fill  in  this  line  completely 
to  avoid  having  someone  alter  the  cheque.     Begin  writing  as  close  to  the 
left  edge  as  possible.     The  word  'and'  should  appear  only  once  in  this 
line --just  before  the  amount  of  the  cents.     For  example,   $753.67  would 
be  written: 


Amounts  under  one  dollar  have  the  words  "no  dollars"  included.  For 
example,  $.50  would  be  written: 


The  amount  of  the  cents  is  typed  as  near  to  the  dollars  as  possible  to 
prevent  alteration.     Fill  up  the  remainder  of  the  space  with  a  line  of 
hyphens  as  shown. 


e.g.  $267.78 


Seven  hundred  fifty -three  and  67/100 


no  dollars  and  50/ 100 


CANADIAN  IMPERIAL 


BANK  OF  COMMERCE 


1 0256-1 24TH  ST. 
EDMONTON,  ALTA.  T5N  1P7 


September  15.  1986 


PAY  TO  THE 
ORDER  OF 


James  L.  Marti nus 


$ 


155.67 


One  hundred  fiftv«five  and  67/100 


DOLLARS 


NO. 


32 


II-0  6  3II*  i:00  BS^'-'Q  IQi: 


i 
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Lesson  14 


Making  Corrections  on  Cheques 

A  cheque  is  a  legal  document  and  therefore  errors  must  be  clearly 
acknowledged.     You  may  erase  on  a  cheque  but  initial  your  correction 
indicating  that  you,  the  writer  of  the  cheque,  are  aware  a  correction  has 
been  made. 

Because  cheques  are  numbered,  it  is  essential  to  keep  track  of  each  one. 
Therefore,  it  is  advisable  to  avoid  destroying  a  cheque.  For  that  reason,  in 
the  next  assignment  you  are  given  only  one  extra  cheque  blank. 


ASSIGNMENT  14-J- -Submit  for  Correction 

Type  cheques  for  the  following.     Start  numbering  them  101,    102,  103, 

etc . 


Cheque  No.  To  Amount 


101 
102 
103 
104 
105 


James  Armltage 
Theresa  Plante 
Lorraine  Ferguson 
Maurice  Leguerier 
Steve  Chorny 


$  1,536.90 
239.65 
10,271.11 
5.60 
2.75 
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TELEGRAMS 


Lesson  14 


1.  The  telegram  should  be  typed  on  an  official  telegram  form  with  at  least 
one  carbon  copy. 

2.  The  date  is  typed  starting  at  center  and  is  followed  by  a  double  space. 

3.  Make  sure  the  receiver's  name  and  address  are  accurate  and  complete 
with  no  abbreviations.     The  last  line  of  the  address  is  the  receiver's 
telephone  number. 

4.  On  a  telegram  form,  DOUBLE  SPACE  all  messages,   using  standard 
punctuation. 

5.  In  the  box  provided,  put  an  x  beside  the  type  of  service  desired.     In  the 
example  it  is  a  regular  or  full -rate  telegram. 

6.  Include  the  sender's  name,  address  and  telephone  number. 


CANADIAN     NATIONAL     •      CANADIAN  PACIFIC 


TELECOMMUNICATIONS 


CANADIEN    NATIONAL     •     CANADIEN  PACIFIQUE 

send  this  message  subject  to  the  terms  on  back 
d^peche  k  expedier  aux  conditions  6nonc6es  au  verso 

JANUARY  2,  1986 

EDWARD  M.  DAVIDSON 
JONES,  DAVIDSON  &  HOUSTON 
15  EAST  44  STREET 
EDMONTON,  ALBERTA 
489-7962 

ALL  PRICES  ADVANCED  SIX    PERCENT      EFFECTIVE  IMMEDIATELY. 
REVISED  PRICE  LISTS  TO  FOLLOW. 


EDWARD  MORROW,  SALES  MANAGER 
CANADIAN  PRODUCE  LIMITED 


check 
mots 

full  rate 

plein  tarif  X 

night  letter 
lettre  de  nuit 

tolls 
cout 

charge  account  no.                         ^  n 
num6ro  du  compte           4l2— 765~'8^ 

cash  number 
num^ro  de  caisse 

sender's  name  for  reference  only 

nom  de  I'exp^diteur  pour  r§f6rence  seulement 

CANADIAN 

PRODUCE  LIMITED 

address  and  telephone 

adresse.  t6l6phone   486  MAIN  STREET,    INNISFAIL ,    ALBERTA      266-7843  g10gB(7^) 
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Lesson  14 


ASSIGNMENT  14-K- -Submit  for  Correction 

Using  the  forms  provided  prepare  a  copy  of  the  telegram  which  appears 
on  page  11  of  this  lesson.  Make  a  carbon  copy.  Be  sure  that  the  message 
is  DOUBLE  SPACED. 


ASSIGNMENT  14-L- -Submit  for  Correction 

Using  the  forms  provided  prepare  a  telegram  to  the  following:    Make  a 
carbon  copy  on  plain  paper.     Be  sure  that  the  message  is  DOUBLE  SPACED. 


Full  Rate        Charge  Account  No.  679-873-4289 
Date:    June  1,  1986     From:    Howard  Stone,   Stone  Masonry  and 
Cement,     20567  -  21  Avenue  S.W.,  Calgary,  Alberta  Phone 
245-7895    To:    Mr.  Stanley  Knome,  Stanley's  Home  Repair, 
Box  679,  Olds,  Alberta    Phone:  267-7843 

WILL  ARRIVE  IN  OLDS  MONDAY  MORNING,  JUNE  6,  AT  9:30 
A.M.     PLEASE  SEND  MAP  FOR  LOCATION  OF  JOB. 


ASSIGNMENT  1 4 -M-- Submit  for  Correction 

Using  the  forms  provided  prepare  a  telegram  to  the  following.     Make  a 
carbon  copy  on  plain  paper.     Be  sure  that  the  message  is  DOUBLE  SPACED. 

Full  Rate        Charge  Account  No.  543-253-6798 

Date:    July  2,  1986       From:    John  Goldsmith,  John's  Jewels, 
10765  -  101  Avenue,  Edmonton,  Alberta      Phone  465-7823 
To:    Mr.  and  Mrs.  Hubert  Lawson,  Lacombe,  Alberta  Phone: 
679-2385 

SHIPPED  TODAY  YOUR  ORDER  SIX  STERLING  SILVER  GOBLETS. 
PLEASE  SUBMIT  PAYMENT  OF  FOUR  HUNDRED  DOLLARS. 
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Lesson  14 


ASSIGNMENT  14-N  - -Submit  for  Correction 

Take  three  VALID  five -minute  timings  on  the  following.     Remember  that 
a  valid  timing  will  have  no  more  than  four  errors.     You  may  experience 
difficulty  with  this  timing  as  it  involves  numbers.     Perhaps  if  you  type  a 
little  more  slowly  you  will  have  success.     Use  small  "x"  for  the  "times" 
sign.     Aim  for  50  warn. 


A  cube  which  is  10  cm  x  10  cm  x  10  cm  contains  1  000  cm  .  11 

This  same  cube  holds  1  litre.       If-  this    same    cube  is  filled  23 

with  water,  its  mass  would  be  1  kg.  30 

A    cm     cube  would  hold    1  ml    of  water,    and   the  mass  of  41 

this  amount  of  water  would  be  1  g.  48 

The  food  that  we  buy  is  measured  in  grams  and  kilograms .  59 

The  milk  that  we  purchase  is  measured  in  litres.  69 

When  we  drive  a  car,    the    speed  limit  will  be  posted  as  80 

so  many  kilometres  per  hour.       An  average  speed  on  our  high-  92 

ways  might  be    100    km/h.       When  we  measure  the  efficiency  of  104 

our  motor  vehicle,    we   wish  to  know  how  many  km  that  our  car  116 

travels  on  1  litre  of  gasoline.       The  motor  oil  that  we  pur-  128 

chase  for  our  motor  vehicles  will  be  measured  in  litres.  137 

When  a  baby  is  born,    its    length  will  be  recorded  in  cm  148 

and  its  mass  will  be  recorded    in   g.       A    newborn   baby  could  160 

have  a  mass  of  3-2  kg  and  a  length  of  50  cm.  169 
123456789        10       11  12 
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ASSIGNMENT  CHECK  {y  ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT  14-A  ,  memo,   page  3 

ASSIGNMENT  14-B,  memo,   page  3 

ASSIGNMENT  14-C,  memo,   page  4 

ASSIGNMENT  14-D,  memo,   page  5 

ASSIGNMENT  14-E,  memo,   page  6 

ASSIGNMENT  14-F,  telephone  memo,   page  8 

ASSIGNMENT  14-G,  telephone  memo,   page  8 

ASSIGNMENT  14-H,  telephone  memo,   page  8 

ASSIGNMENT  14-1,  telephone  memo,   page  8 

ASSIGNMENT  14-J,  cheques,  page  10 

ASSIGNMENT  14-K,  telegram,  page  12 

ASSIGNMENT  14-L,  telegram,  page  12 

ASSIGNMENT  14-M,  telegram,  page  12 

ASSIGNMENT  14-N,  timings,  page  13 


End  of  Lesson  14 
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CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

1 0256-1 24TH  ST.  19 
EDMONTON,  ALTA.  T5N  1P7   


PAY  TO  THE 
ORDER  OF 


DOLLARS 


<i> 


CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

1 0256-1 24TH  ST.  19 
EDMONTON,  ALTA.  T5N  1P7   


PAY  TO  THE 
ORDER  OF 


DOLLARS 


NO. 
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CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

1 0256-1  24TH  ST.  19 
EDMONTON,  ALTA.  T5N  1P7   


PAY  TO  THE 
ORDER  OF 


DOLLARS 


NO. 
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CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

1 0256-1  24TH  ST. 
EDMONTON,  ALTA.  T5N  1P7 

PAY  TO  THE 
ORDER  OF 

19 

$ 

DOLLARS 
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CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

1 0256-1 24TH  ST. 
EDMONTON,  ALTA.  T5N  1P7 
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CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

1 0256-1  24TH  ST. 
EDMONTON,  ALTA.  T5N  1P7 

PAY  TO  THE 
ORDER  OF 

,9 

DOLLARS 

NO.                                                                                                                            1  n  ~-:-| 
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CANADIAN     NATIONAL     •      CANADIAN  PACIFIC 


TEE.ECOMMUN1CATIONS 


CANADIEN    NATIONAL     •     CANADIEN  PACIFIQUE 

sand  this  message  subiect  to  the  terms  on  back 
d^pdche  i  expMier  aux  condittons  6nonc6es  au  vereo 


check 
mots 

full  rate 
plein  tarif 

night  letter 
lettre  de  nuit 

tolls 
cout 

charge  account  no. 
num^ro  du  compte 

casli  number 
numAio  de  caisM 

sender's  name  for  reference  only 

nom  de  I'exp^diteur  pour  r6(6renc«  seulement 

address  and  telephone 
adresse.  t«l«phone 

CANADIAN     NATIONAL     •      CANADIAN  PACIFIC 


TELECOMMUNICATIONS 


CANADIEN    NATIONAL     •     CANADIEN  PACIFIQUE 

send  this  message  subiect  to  the  terms  on  back 
d6p6che  k  exp6dier  aux  conditions  6nonc6es  au  verso 


check 

full  rate 

night  letter 

mots 

plein  larif 

lettre  de  nuit 

charge  account  no. 

cash  number 

num^ro  du  compte 

numtro  de  calsse 

sender's  name  for  reference  only 

nom  de  I'exp4diteur  pour  rifArenca  seulement 


address  and  telephone 

adresse.  t«l«phone   nmmj-m 


{ 


CANADIAN     NATIONAL     •      CANADIAN  PACIFIC 

1^ 

CANADIEN    NATIONAL     •     CANADIEN  PACIFIQUE 


send  this  message  subject  to  the  terms  on  back 
cl6p6che  i  exp^dier  aux  condittons  dnonctes  au  verso 


check 

full  rate 

night  letter 

tolls 

mots 

plein  tarif 

lettra  da  nuit 

cout 

charge  account  no. 

cuts  number 

num^ro  du  compte 

numAro  de  caiss« 

sender  s  name  (or  reference  only 



nom  de  rexp6diteur  pour  r4(6rence  saulement 

address  and  telephone 

adresse.  t«l«pnone  •10M(7-M) 


CANADIAN     NATIONAL     •      CANADIAN  PACIFIC 


TELECOMMUNICATIONS 


CANADIEN    NATIONAL     •     CANADIEN  PACIFIQUE 

send  this  message  subject  to  the  terms  on  back 
d6ptehe  a  exp^dier  aux  conditions  6nonc6es  au  verso 


check 

full  rate 

night  letter 

tolls 

mots 

plein  tarif 

lettre  de  nuit 

cout 

charge  account  no. 

cash  number 

num^ro  du  compte 

numAro  da  caisse 

sender's  name  lor  reference  only 

nom  de  I'expAditeur  pour  r^fArence  seulement 

address  and  telephone 

adreaae.  t*l«phone   rtMS^T-M) 


i 
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TElEEOOMMUNICilTIONS^ 


CANADIEN    NATIONAL     •     CANADIEN  PACIFIQUE 

send  this  message  subiect  to  the  terms  on  back 
d6p6che  k  exp^dier  aux  condrtions  ^noncdes  au  verso 


check 
mots 

full  rate 
plein  tarif 

night  letter 
lettre  da  nuit 

tolls 
coiit 

charge  account  no. 
num^ro  du  compte 

cash  number 
numAro  de  caiss« 

sender  s  name  lor  reference  only 

nom  de  l  expiditeur  pour  r6f6rence  seulement 

address  and  telephone 
adresse.  t«l«phone 

•10M(7-M) 

CANADIAN     NATIONAL     •      CANADIAN  PACIFIC 


TELECOMMUNICATIONS 


CANADIEN    NATIONAL     •     CANADIEN  PACIFIQUE 

send  this  message  subject  to  the  terms  on  back 
d6ptehe  i  exp^dier  aux  conditions  6nonc6es  au  verso 


check 
nnots 

full  rate 
plain  tarif 

night  letter 
lettre  de  nuit 

tolls 
cout 

charge  account  no. 
num^ro  du  compte 

cash  number 
num4ro  de  caissa 

Sander's  name  for  r 
nom  da  I'expaditeur 

sference  only 
pour  rifarenca  saulemant 

addrass  and  telephone 

adrosaa.  t«l«phona  tlMStT-M) 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 


Typewriting  20  -  1  -  Lesson 

NUMBER  DRILLS 


LINE  -  60 
SPACING  -  1 


I's;  3's;  4's;  6's;  7's;  8's;  9's;  O's;  #'s;  $'s;$ 

John  typed  five  2^s,  six  7^s,  three  8's,  and  four  6's  today. 

The  interest  rate  at  the  bank  increased  from  8%  to  9%  today. 

Their  profits  increased  by  9%  last  year  and  by  6%  this  year. 


Invoice  #87  was  dated  19/11/75  and  was  mailed  to  you  in  May. 
His  licence  was  dated  2/6/77-  Her  licence  was  dated  9/8/7^. 
Jan  was  born  5/9/60.  Jo  was  born  6/1/61  in  Barrie,  Ontario. 
6/9/44;  2/1/46;  2/2/47;  9/11/^8;  30/5/^9;  8/12/50;  19/12/51; 


Train  #206  left  at  6:15  p.m.  Train  #20  arrived  at  5:30  a.m. 
The  interest  rate  on  his  loans  were  at  10  1/2^,  and  11  1/5^. 
378^;  558^;  230^;  248^;  123^;  l8lf.;  8o4f.;  190^;  11^;  70^;  9% 
Their  quote  was  for  9  items  @  27c  each  for  the  month  of  May. 


47  balls  (3  69c;  13  bats  (a  8lc;  73  pucks  @  29c;  80  caps  @  77c 

The  interest  rates  during  the  past  months  were  10^  and  0.5^. 

$82  for  74  days  at  17^;  $68  for  98  days  at  14^;  $52  at  1.8^. 

He  paid  an  interest  rate  of  2%  per  annum  for  his  large  loan. 


The  asking  price  for  the  horses  was  100,  but  the  bid  was  90. 
Sally  bid  10  for  the  stock  which  sold  for  19  last  Wednesday. 
Invoices  #2101  and  #21020  were  dated  18/12/50;  and  20/12/75. 
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Lesson  15 


November  19,  1986 
Dear  Mr.  Simpson: 

The  next  meeting  of  the  Treasury  Board  will  be  held 
at  9:30  a.m.   Thursday,  December  7,  in  the  Board 
Room  at  the  Wilshire  Inn.     The  agenda  will  include 
a  study  of  the  Budget  so  all  members  are  urged  to 
attend. 

Sincerely  yours, 

Thomas  B.  Smythe,  Executive  Secretary 

XXX 


Thomas  B.  Smythe 

Executive  Secretary 

Twerril  Corporation 

11976  -  23  Avenue 

EDMONTON,  Alberta 

T6V  2J8 

Mr.  Leonard  B.  Simpson 

7798  -   109  Street 

EDMONTON,  Alberta 

T5M  2W3 

( 


Typewriting  20  -  4  -  Lesson  15 

POSTAL  CARD  REVIEW 

Insert  this  page  in  the  typewriter  and  type  the  correct  response  in  the 
blank  space  at  the  right.  Then,  return  the  carriage  twice  and  check  your 
response . 

1.    Are  the  lines  single-  or  double -spaced 

in  the  return  address  ?   


single 

2.  On  what  line  from  the  top  do  you  begin 

typing  the  return  address?   

three 

3.  What  part  of  the  return  address  is 

typed  in  all  capitals?   

city 

4.  At  what  position,  vertically,   does  the 

mailing  address  begin?  

just  below  vertical  center 

5 .  What  spacing  should  be  used  for  a 

four-line  mailing  address   

single 

6 .  What  spacing  should  be  used  for  a 

three -line  mailing  address?   

double 

7.  On  what  line  is  the  date  typed?   

three 

8.  How  many  blank  spaces  are  left  between 
the  date  and  the  salutation? 


2  blank  spaces  (three 
carriage  returns  leave 
2  blank  spaces) 

9.     How  wide  are  the  side  margins  on  the 

message  side  of  a  postal  card?   


4  spaces 
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Lesson  15 


FILL-IN  POSTAL  CARDS 

ASSIGNMENT  15-D--Submit  for  Correction 

Using  the  postal  card  forms  provided,   complete  the  information  needed  for 
for  each  person.     Type  the  date  three  carriage  returns  from  the  top  of  the 
card,  the  salutation  three  carriage  returns  below  that,   and  fill  in  the  blank 
with  the  appropriate  date  of  departure.     Type  the  address  correctly  on  the 
reverse  side  of  the  postal  card. 


1.     Mr.  Wilbur  Collins 
2036  -  108  Street 
Edmonton,  Alberta 

T6N  2P7  2:30  p.m.  July  21 


2.     Mrs.  Lorraine  Thompson 
12936  -  Jasper  Avenue 
Edmonton,  Alberta 

T6V  2R9  1:30  p.m.  May  19 


3.     Dr.  Adam  Appleby 

#306,   11927  -  121  Avenue 
Edmonton,  Alberta 

T8L  5B1  5:30  p.m.  August  4 


November  19,  1986 


Dear  Mr.  Collins: 

Thank  you  for  your  deposit  for  Wardair's  charter  to 
Amsterdam.     Your  flight  will  leave  at    2:30  p,m.  July  21. 

Your  tickets  will  be  forwarded  when  we  have  received 
your  passport  number  and  your  payment  in  full.  Please 
submit  both  at  least  60  days  prior  to  departure  date . 
For  further  information  contact  me  at  433-9987 

Ray  Griffiths,  Travel  Consultant 


i 
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Lesson  15 


FILE  CARDS  are  approximately  12.5  cm  X  7.5  cm.     They  are  used  to  keep 
clients'  names  in  alphabetical  order.     Therefore,   the  name  is  typed  with  the 
last  name  first,  followed  by  the  first  name  and  an  initial.     Two  carriage 
returns  below  the  name,  type  the  address.     The  address  should  be  indented 
five  spaces  under  the  person's  name.     To  make  your  file  cards,  fold  the 
paper  in  quarters  like  the  dotted  lines  in  this  illustration.     Then,  cut  them 
and  type  along  the  longest  edge  as  indicated. 
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Lesson  15 


|2 
2  ^ 

— ^  C  ochran , 

L^armen  rt .  \ivirs./ 

U 

5  .809 

Chadwick  Avenue 

^Bon 

Accord,  Alberta 

TIR 

2D5 

ALPHABETIC  NAME  CARD 

Type  the  person's  family  name  in  the  first  position  at  the  left.     The  first 
name  follows  the  family  name.    Notice  that  a  comma  separates  the  family 
name  from  the  first  or  given  name.     Following  the  first  name  are  any  other 
names  or  initials.     Titles  (other  than  Mr.)  are  typed  in  brackets  at  the  very 
end  of  the  first  line.     For  example,   Mr.  Fred  Bacon  would  be  typed  as: 

Bacon,  Fred 


But,  Mrs.  Amy  Bacon  would  be  typed  as: 
Bacon,  Amy  (Mrs.) 


Other  examples  of  titles  are: 


Brown,  Thomas  Delaney  (Dr.) 
Treasure,   Susan  Wendy  (Prof.) 


Typewriting  20 
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Lesson  15 


Saskatchewan,  Regina 

Thomas,   Susanna  Mae  (Miss) 
809  Regina  Road 
Regina,  Saskatchewan 
S4K  2T9 


GEOGRAPHIC  FILE  CARD 

Large  companies  that  have  customers  in  many  parts  of  Canada,  and  those 
with  well-established  branch  offices,  may  organize  their  business  affairs  by 
province  or  by  sales  district.     In  these  circumstances,  a  geographic  filing 
system  is  practical  and  perhaps  preferable. 

A  geographic  filing  system  is  arranged  first  by  province  name  and  then 
by  town  or  city  name. 
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ASSIGNMENT  15-E--Submit  for  Correction 

Prepare  ten  file  cards.  Type  the  following  on  the  cards  in  the  alphabetic 
name  style.  Then  put  the  ten  cards  in  alphabetical  order  to  be  submitted  for 
correction . 


ASSIGNMENT  1 5 -F- -Submit  for  Correction 

Prepare  ten  file  cards.     Type  the  following  on  the  cards  in  the  geographic 
style.     Then  put  the  ten  cards  in  alphabetical  order,  this  time  alphabetizing 
by  the  name  of  the  province. 

e.g.     Alberta,  Edmonton 

British  Columbia,  Vancouver 


1.  Mrs.  Stephanie  Abbott,   607  Highland  Place, 

Vancouver,  British  Columbia    V6N  2M5 

2.  Mr.  James  Alexander,   7236  -  108  Avenue, 

Montreal,   Quebec    G9T  3Y7 

3.  Mrs.  Tracy  Wellington,   125  -  97  Avenue 

Regina,   Saskatchewan    S4N  2X7 

4.  Dr.  Laverne  Greene,   9023  -  32  Street  S.E., 

Toronto,  Ontario    M5T  1K5 

5.  Prof.  Sidney  Papescu,   206  Milky  Road, 

Winnipeg,  Manitoba    R7A  1E6 

6.  Miss  Suzanne  James,   119  -  25  Avenue  S.W., 

Calgary,  Alberta    T6M  2N5 

7.  Mr.  James  Adams,   33  West  Street, 

Chatham,   Ontario    N7M  2R3 

8.  Miss  Susan  Napier,   67  Alton  Drive, 

Halifax,  Nova  Scotia    B3N  1L8 

9.  Mrs.  Karen  Black,    12  Maple  Street, 

Ottawa,  Ontario    KIM  2S9 


10.     Dr.  James  Sorochan ,    1015  Lakeview  Avenue 

Yellowknife,  Northwest  Territories    XIA  2L4 
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Lesson  15 


KiNG  COINS 


IC678-I05     Street    Edmonton.    Alberta    TIM  4N3 


center 


Miss  Veronica  Miles 
10778  -  109  Street 
EDMONTON,  Alberta 
T6N  2P9 


Mailing  labels  are  glued  onto  large  packages.     They  usually  have  a 
company  letterhead  so  all  you  need  to  do  is  type  the  mailing  address.     It  is 
typed  2.5  cm  (10  spaces  PICA,   11  spaces  'Brothers',   or  12  spaces  ELITE) 
from  the  left  edge.     It  begins  one  carriage  return  below  vertical  center. 

Note:    the  CITY  is  typed  in  ALL  CAPITALS  just 
like  on  envelopes. 


ASSIGNMENT  15 -G --Submit  for  Correction 

Using  the  ten  addresses  given  on  page  10  type  mailing  labels  for  each 
person.     Follow  the  list  in  consecutive  order.     You  are  given  extra  forms. 
Draw  a  neat  diagonal  line  through  those  labels  you  do  not  wish  to  be  marked. 


i 
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ASSIGNMENT  15-H--Submit  for  Correction 

Take  three  VALID  five-minute  timings  on  the  following.  Remember  that 
a  valid  timing  will  have  no  more  than  four  errors.     Aim  for  50  wam. 


When  you  are  thirsty,  you  might    drink    a  bottle  of  cola  11 

containing  284  ml  of  the  beverage.       If  you  are  entertaining  23 

friends,    you   would  purchase  a  bottle  of  cola    that    contains  35 

0.85  litres.       You  might  also  have    4.54    litres  of  ice  cream  4? 

for  your  friends.  51 

A  loaf    of   bread  has    a   mass  of  68O  g.       The  roast  beef  62 

for  last  night's    dinner   for  eight  people    had   a  mass  of  2.5  74 

kg.       The    large   turkey  which    Mother   ordered    for   Christmas  86 

had  a  mass  of  over  9  kg.  9I 

Mary's  bedroom   was    2.95  m  wide    and    5.05  m  long.       The  102 

ceiling  in  her    room   was  approximately    2.5  m   high.       Mary's  114 

desk  was  0.9  m  long    and    0 . 5  rn  wide.       Her  closet  was  1.25  m  126 

long  and    0.7m   deep.       Mary's  closet  was  full    of   hand-made  I38 

clothes.       Mary  needed  1.75  m    of   material  in  order    to   make  I50 

a  new  dress  for  a  Christmas  party.  157 
123456789        10        11  12 
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ASSIGNMENT  CHECK  (/ ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT 

15 

-A  , 

post 

card , 

page 

5 

ASSIGNMENT 

15 
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post 

card , 

page 

5 

ASSIGNMENT 

15 

-c, 

post 

card, 

page 

5 
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post 

card, 

page 

6 

ASSIGNMENT 

15 
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alphabetic 

file  c 

ard , 

page 

10 

ASSIGNMENT 

15 

-F, 

geographic 

file 

card, 

page 

10 

ASSIGNMENT 

15 

-G, 

mail 

labels ,  pa^ 

ye  11 

ASSIGNMENT 

15 

-H, 

timing,  page  12 

End  of  Lesson  15 


This  side  for  address 


This  side  for  address 


This  side  for  address 


This  side  for  address 


This  side  for  address 


This  side  for  address 
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In  this  lesson  you  are  to  pretend 
you  are  employed  for  one  day  in  the 
office  of  Dr.  Lewis.    A  set  of  forms 
is  provided  for  you  on  which  to 
complete  the  day's  work.  Because 
this  is  a  real  job  do  your  very 
best --there  should  be  NO  ERRORS 
and  corrections  must  be  made 
neatly . 

Dr.  Lewis  does  not  come  in 
until  1:00  p.m.  but  has  left  many 
things  for  you  to  do,   including  taking 
telephone  messages. 


The  date  is  June  3,    1986  . 


9:01  Telephone  call 

You:    Dr.  Lewis'  office. 

Caller:    This  is  Harvey  Adams  of  Adams  Surgical  Supplies.  Please 
connect  me  with  Dr.  Lewis. 

You:    I'm  sorry.     The  doctor  is  out  of  the  office.     May  I  help  you? 

Caller:    Possibly.  I  would  like  an  appointment   to  show  him  our  new  line 
of  supplies. 

You:    I  will  have  Dr.  Lewis  phone  you  to  arrange  a  meeting.     Could  I 
have  your  phone  number? 

Caller:     It  is  426-1670  in  Edmonton. 

You:    And  that  is  Harvey  Adams  of  Adams  Surgical  Supplies. 
Caller:    That's  right! 

You:    Dr.  Lewis  will  be  in  at  1:00.     I'll  give  him  your  message  then. 
Caller:    Thank -you.  Good-bye. 
You:    You're  welcome.  Good-bye. 
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9:05  Telephone  call 

You:     Dr.  Lewis'  office. 

Caller:     This  is.  Mrs .  Trehearne  at  the  hospital.     Could  I  speak  to  Dr. 
Lewis  ? 

You:     Dr.  Lewis  won't  be  in  until  one  o'clock  this  afternoon.     Could  1 
take  a  message? 

Caller:    Tell  him  I  called  and  will  call  again  at  two  o'clock  today. 
You:    That's  Mrs.  Trehearne  at  the  hospital? 
Caller:    Yes,  Mrs.  Trehearne  of  the  Cardiac  Ward. 
You:    Thank  you.     I'll  tell  Dr.  Lewis  you'll  call  again. 

9:15   Because  there  are  no  incoming  calls  you  look  over  the  materials 
Dr.  Lewis  left  for  you. 
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Please  prepare  the  following  Purchase  Orders  for  my  signature.  M.K.L. 


1.     To:    Adams  Surgical  Supplies 

10635  -  102  Avenue 

Edmonton,  Alberta    T5D  2T3 
Purchase  Order  #315 
Ship  Via:    CP  Express 
Needed  -  June  17 

3  cases   Penicillin,    100  cc  bottles  @  $30. 00 /case 

9  syringes,   model  XV921  @  $15.90/each 

10  boxes  wooden  tongue  depressers  @  $3. 00 /box 


2,     To:    Gummow's  Office  Systems 

3805  Ross  Street 

Red  Deer,  Alberta    T8K  3M7 
Purchase  Order  #316 
Ship  Via:  Courier 
Date  Needed:    June  17 

3  boxes  Envelopes,  No.  9,  engraved  @  $2. 50 /box 
6  doz.  File  cards.  No.  7,  lined  @  $1.00/dozen 


3.     To:    LM  Medical  Supply  Co. 

409  -  8  Avenue  S.W. 

Calgary,  Alberta    T5K  2N8 
Ship  Via:    Your  van 
Purchase  Order  No.  #317 
Date  Needed:    June  22 

2  Justright  surgeon's  handles  B306F  @  $1.75 
2  doz.  Scalpel  blades,   B306  @  $1.80 /Doz. 
2  Splinter  forceps,   straight,   B720   @  $2.40 
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Please  type  the  information  on  pages  6  to  10  on  new  forms. 


Note:    Instead  of  leaving  blanks  on  the  forms  we  use  NM  meaning 
not  applicable.     This  shows  that  you  have  looked  at  all  the  blanks 
carefully.     Use  NM  rather  than  leaving  blank  spaces.     Or,  use 
four  hyphens  to  indicate  a  dash  (  ) . 


i 
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MARVIN  K.  LEWIS,  M.D. 


PATIENT'S  PERAAANENT  RECORD 

A.KCJC.  Me  — 

5(^27  9S  2.  3 

P«ti«nt  No. 

6/0  3  S 

Mama 

H£Md£^SCa/.  J ^ /?////£  ^■ 

Tal.  Nc 

Local  Addr*** 

Tal.  Nc 

Birthplac* 

Data  ot  Birth                                     Aga  M.F 

S.  U.W 

0. 

s 

Occupation 

Employar  y 

Tal.  No 

Naaraat  Ratativa,  Or  Guardian  (Italaiionahip )                  '            .                  \  Addraaa 

Tat.  No 

Occupalion 

Employar                           '  Addraaa 

Tal.  No 

Kafarring  Phyaician 

Tal.  Me 

Inauranca  Company 

Addraaa               /                                                        fttlicy  N 

0.  Typa 

SUMMARY 


DIAGNOSIS  AND  SERVICE  RENDERED 


21 


£ 


/^^^iA^  ,^luJ^:c^^^L.,^^   jt^LA^^^j    ^^^^^  ^^^..j^^^Qje^ 


HOSPITAL  RESERVATIONS 


Typa 


Data  Data 
Admtttad  Oiacharad 


Typa 


Data 

Admittad 


Data 
Diacharad 
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MARVIN  K.  LEWIS,  M.D. 


PATIENT'S  PERAAANENT  RECORD 


JZ9  ?5  3L^f 


Legal  Address 


Local  Addrasa 


Birthplac* 


Data  ol  Birth 

Kj^yic  /9/<  V  3o  J9/? 


Aga 


A/ 


Occupation 


Employar 


Naaraat  ffalativa.  Or  Guardian  (Raiationahip )  Addraaa 


Occtipalion 


Employar 


Addrasa 


Rafarring  Physician 


Insuranca    Company  , 


l\>licy  No.  Typa 


SUMMARY 


Addmiaaton 
Data 


DfAGNOSiS  AND  SERVICE  RENDERED 


7^ 


■J 


^f^A^^CZ/^y  ^    ^OO.nOO  yy^^^yt^  ^..^z^c^^^ 


/  HOSPITAL  RESERVATIONS  ^ 


Data 

Typa 

Hoapltal 

Data 

Admtttad 

Data 

Oischarad 

Data 

Typa 

Hospital 

Data 

Admitted 

Date 
Olscharad 
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MARVIN  K.  LEWIS,  M.D. 


PATIEhfT'S  PERMANENT  RECORD 


Patiwnt  No. 


T«l.  No.        ^  ^ 


Local  Addrasa  .  /7  ^  ^  , 


Birlhplac* 


Dat*  o<  Birth  Ago 


M.F 


Occupation 


Empioyor 


Noaroat  Ralativa,  Or  Guardian  (Ralationatiip )  .  "\  Addraaa 


Employar 


Ra(arring  Phyaician 


Inauranca  Company 


Ajlicy  No.  Typa 


Addmtaalon 
Data 


DIAGNOSIS  AND  SERVICE  RENDERED 


2£ 


HOSPITAL  RESERVAfbNS 


Data 

Typa 

Hoapital 

Data 

Admtttad 

Data 
Oiacharad 

Data 

Typa 

Hoapitat 

Data 

Admittad 

Data 
Diacharad 
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MARVIN  K.  LEWIS,  M.D. 


PATIENT'S  PERAAANENT  RECORD 


0^  74co(^S^ 


r«i.  No.  , 


Legal  Address 


/  (/ 


Local  Addrasa 


Birihplaca 


Data  o<  Birth  Ag* 


M.F 


Occupation 


npioyar . 


NMraat  Ratativa.  Or  Guardian  (Ralationahip )  ,  \  Addraaa 


Occupation 


Employar  Addraaa    4  2  0  9**  Sh^^t^ 


Raltfring  Phyaiclan^^^/^ 


Insuranca  Company 


^Ilcy  No.  Typa 


SUMMARY 


DIAGNOSIS  AND  SERVICE  RENDERED 


'f 


HOSPITAL  RESERVATIONS 


Data 

Typa 

Hospital 

Data 

Admttlad 

Data 

Olscharad 

Data 

Typa 

Hoapitat 

Data 

Admlttad 

Data 
Discharad 
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MARVIN  K.  LEWIS,  M.D. 


PATIENT'S  PERMANENT  RECORD                                                        akcic  no  ^  7(2?'  3  P.  <ip  5" 

Legal  Address        _                                            _   ^   ^  ^ 

Tel.  No.  ^ 

Local  Address 

Birthplace  _  ^                ^  y  ^                     Date  of  Birth                                     Age  M.F 

S.  M.  W.  D. 

Occupation  Employer 

Tel.  No. 

Nearest  Relative,  Or  Guardian  (ftelationship )                      /          N          yf  Address 

Tel.  No.     ,  , 

Occupation             -      j  ^    ^                            employer  Address 

Tel.  No. 

Referring    Physician                                               Address  / 

Tel.  No. 

Insurance  Company 


^COjW^any 


folicy  No.  Type 


SUMMARY 


DIAGNOSIS  AND  SERVICE  RENDERED 


^-?^2.^'CcJ\    ^y4^J2,<^  ^'^^e.^^^'^ 


^    ^    HOSPITAL  RESEI^ATIONS 


Type 


Oat* 
Admttted 


Date 
Oischared 


Type 


Date 

Admitted 


Date 
Oischared 


4 
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Please  fill  in  the  list  of  New  Patients.  Use  the  names  of  the  patients  listed 
on  page  6-10. 


Type  the  following  cheques  for  my  signature.  The  last  cheque  1  wrote  was 
No.  625. 

To:     Harold  Adams  Contracting,  $925-32 

To:     Alberta  Travellers'   Corporation,  $59-50 


CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

2415  -  6  Street   i9_ 

RED  DEER,  ALTA,  T8G  3Y9 


PAY  TO  THE 
ORDER  OF 


DOLUVRS 


NO. 


i.-o&3..-  .:oo5  5q...oiQ.:  fWRVIN^K.  LEWIS.  M.D 


CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

2415  -  6  Street   li. 

RED  DEER,  ALTA.  TSG" 3Y9 


PAY  TO  THE 
ORDER  OF 


DOLLARS 


NO.   (O   n  n 


•'■□6  3II-   i:00  5  5q"'OlO 


MARVIN"^(C  LEWIS.  M.D. 
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My  research  in  the  prevention  of  bacterial  contamination  in  operating 
rooms  has  led -i¥ie  to  these  conclusions,   which  I  am  happy  to  send  you. 

(J} 

Pleasey^  me  laiow  any  criticism/^  or  suggestions  you  have. //Three  years  ago 
a  study/faao  launched  into  cju^ses^of  infection  uccurring  within  Wilcox  Hospital 
aftd-of  ixiL'LhuUib^  for  provontion. — THrmg  tfie  first  year  of  the  study  nearly  all 
patient s^enteriftg  the  hospital  clean  and  contractmg  an  infection  while  here 
were  the  victims  of  an  error  in  technique  fundamental^^  fact  ia  that  clean 


\^   and  healthy  tissues  become  infected  when  exposed  to  infectious  agents  at  a 

level  of  virulence,  concentration,  or  frequency  of  exposure  beyond  the  resistive 
powers  of  the  previously  clean,  healthy  tissul^e.     Over'^all  review  of  thcae 


extensive  studies/f^yields  the  following  basic  facts  rogarding- 


broad  problem 


of  infection  in  hospital 
(      1.     Frequently  repeated,  intelligently  applied  mechanical  effort  combined 
/with  a  good  disinfectant  detergent  will  render  (clean/any  surfac^  whatever 

2.  Maintenance  of  cleanliness  or  sterility  of  a  surface  depends  on  the 
type  and  amount  of  usage;  the  frequency  of  re  washing  by  correct  technique  s^and 
the  amount  of  bacteria,  dust,  and  fomite  contamination  in^areas.  /•  ^ 

3.  If  ventilation  and  usage  remain  the  same^  bacterial  contamination  of 
air  in  a  room  can  be  significantly  reduced  by^daily  application  of  proper 
cleaning  tgcfaniquco .  f^^f£A^ 

4.  An  efficient  air-conditioning  system  can  readily  be  made  to  deliver 
^ust -f re e^^jiear- sterile  air/ nUOja  room,  under  positive  pressure^^    ^ch  air 
^e^ivered  into  a  clonn  room'irvmi  remain  near-sterile  indefinitely  unless  con- 
taminated by  the  introduction  of  infection. 


Practically  speaking,   ouch  infection  chp  contamination  is  introduced  by 
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exhalations  of  personnel  entering  the  room  and  by  fomites  from  the  clothing, 
shoes,   or  objects  brought  ml\hj~-pe-trpte~  enler±R^  the  room.    Air  contamination 


of  a  room  by  human  exhalation  is  at  least  98(%j  preventable  by  proper  filter 

It  AJ/yt^ 

masking  of  thoao-  entering  the  room.     AiT  clothing  worn  in  ay\ften-clean  room^ 
^bir  however  brief/!  a  time  is  almostsuxely^^^ 

contamination  into  a  clean  roonn0|^^if''w^n  int^^teit  clGajr~roQ^nr9) -P^rSt- 
^xperience  has  shown  that  l^ouble -breasted,J^^ng7)  wrap-around  type,  quick- 
change,  lace-tybing  gowns  are  the  only  practical  answer  yet  found  for  wear  in 
clean  rooms  where  frequent  exityt^i^  necessary .    A  freshly  sterilized  garment 
must  be  -aacd  for  each  r^ntry  to  a  clean  room,    -^^en-  minutes  times  spent  in  . 
mechanical  scrubbing  with  a  good  disinfectant  detergent  is  required  for  the  • 
decontaminat±t3rr -ef-  shoes^    Thia  makco  decontaminattoty  of  □hoca  before  each 
reentry  to  a  clean  room  in  active  use^impractical.     Quickly  donneds^  temporary 

■tie 


shoe  coverings  are/a  practical  means  to  clean  rsflioes 


A  sterile  skin  surface  can  be  achieved  by  (^o)minutes  of  diligent  scrubbing 

with  germicidalASoap^and  waters^  ^he  sterility  of  this  surface  can  be  main- 
tained indefinitely  by  the  application  of  an  adherent  transparent  plastic  film. 
The  uncompromisingly  rigid  fulfillment  of  practices/^pormita  maintonanco  of- 


^il/clean  and  near-sterile  environmental  operating  room  conditions.  Although  such 

conditions  can  be  -&e^3^t  in  otner  departmcnto  such  asj^wards,   kitchen/  laundry, 

and  examining  rooms,  for  exampl^,  4:hGPG  aro  not  enough  people  with  sufficient 
dedication  or  skill,  to  fulfill  these  i  e  qui  re  me        beyond  limited  areas.  9?  For 

j / loj of  the  hospital,   a  good  housekeeper  with  an  eye  for  dirt  and  an  ability 
to  get  [ti]  removed  is  a  better  investment  than  complicated  bacteriologic  testing 
equipment.     For  the  other  (l7Io^4sesftirrg^ss^iall^  the  operating  pavilion  and 

the  newborn  nurserj^,   standards^   controls^" and  fulfillment/\^must  be  -el-the" 


-ultimate  typo  from  wMch- no  (appeal  for  leniency  -efi/abrogation]  is  tolerable. 

Critically  competent  supervision^  and  working  personnel  with  attitudes  of 
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dedication  to  maintonancfo  j&&  cleanliness  are  the  best  combination/^ know  for 
achieving  -it-.  /it/iccc<uXz^  ^ ^C.-i^^  -t^^^  --^^ 


Near  the  end  of  the  day  Dr.  Lewis  tells  you  how  pleased  he  is  with  your  work 
and  asks  you  to  complete  an  Application  for  Employment  form  so  you  can  be 
a  candidate  for  summer  employment  in  his  office.     He  also  suggests  that  you 
complete  the  Volunteer  Services  Form  so  that  you  can  gain  additional  exper- 
ience in  medical  work. 

Remember:  Fill  out  each  form  with  as  complete  information  as  possible.  If 
you  cannot  fill  in  a  blank  put  NM  in  it. 


Because  this  lesson  is  designed  to  give  you  a  chance  to  show  organizational 
ability  and  responsible  judgment  we  have  not  provided  an  "Assignment  Check." 

Be  sure  your  work  is  complete ,   neat  and  accurate. 


End  of  Lesson  16 
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BANK  OF  COMMERCE 

1 0256-1 24TH  ST. 
EDMONTON,  ALTA.  T5N  1P7 


19 


PAY  TO  THE 
ORDER  OF 


DOLLARS 


CANADIAN  IMPERIAL 

BANK  OF  COMMERCE 

1  0256-1  24TH  ST. 
EDMONTON,  ALTA.  T5N  1  P7 


19 


PAY  TO  THE 
ORDER  OF 


DOLLARS 


NO 


r..-' 


i:qo  5  E^'-o  loi: 


I 


APPLICATION  FOR  EMPLOYMENT 


Date. 


Name  (Last  Name  First). 
Address  


Age. 


Bom:  Mo. 


.Day 


.Year 


Telephone. 


How  long  have  you  lived  at  this  addressl 

Male   Female  Weight  

Single  Married  Other  


Soc.  Ins.  No. 
 Citizen?. 


Height 


Any  serious  illness?. 


No.  Children 


Ages 


Other  Dependents. 


Explain. 


What  kind  of  work  are  you  applying  for? . 
What  special  qualifications  do  you  have?  . 
What  office  machines  can  you  operate?  _ 
Who  referred  you  to  us? 


Do  you  have  any  relatives  working  for  this  company? 


Have  you  served  in  the  Armed  Forces? 
Branch  of  Service  


MIUTARY  SERVICE  RECORD 
 From  


To. 


Duties . 


Rank  or  rating  at  the  time  of  enlistment 
Type  of  discharge  


.Rating  at  time  of  discharge . 


Any  disability? 


EDUCATION 


SCHOOL 

DATE 

NAME  AND  ADDRESS  OF  SCHOOL 

COURSE 

DID  YOU 
GRADUATE 

TO 

FROM 

GRAMMAR 

HIGH 

COLLEGE 

OTHER 

EXPERIENCE  (ENTER  LAST  JOB  FIRST) 


NAME  AND  ADDRESS  OF  COMPANY 

DATE 

LIST  YOUR  DUTIES 

STARTING 
SALARY 

FINAL 
SALARY 

REASON 

FOR 
LEAVING 

FROM 

TO 

REFERENCES  (NOT  RELATED) 


NAME 


ADDRESS 


OCCUPATION 


APPLICATION  FOR  EMPLOYMENT 


Date. 


Name  (Last  Name  First). 
Address  


Age. 


Bom:  Mo. 


.Day. 


.Year. 


Telephone. 


How  long  have  you  lived  at  this  address? 

Male   Female  Weight  

Single  ______  Married  Other  

Other  Dependents  


Soc.  Ins.  No.. 
 Citizen  ?_ 


Height . 


Any  serious  illness?. 


No.  Children 


Ages 


Explain. 


What  kind  of  work  are  you  applying  for? 
What  special  qualifications  do  you  have? 
What  office  machines  can  you  operate?  _ 
Who  referred  you  to  us?  ___________ 


Do  you  have  any  relatives  working  for  this  company' 


Have  you  served  in  the  Armed  Forces? 
Branch  of  Service  


MIUTARY  SERVICE  RECORD 
 From  


To. 


Duties 


Rank  or  rating  at  the  time  of  enlistment 

Type  of  Hi^rharge 


.Rating  at  time  of  discharge . 


Any  disability: 


EDUCATION 


SCHOOL 

DATE 

NAME  AND  ADDRESS  OF  SCHOOL 

COURSE 

DID  YOU 
GRADUATE 

TO 

FROM 

GRAMMAR 

HIGH 

COLLEGE 

OTHER 

EXPERIENCE  (ENTER  LAST  JOB  FIRST) 


NAME  AND  ADDRESS  OF  COMPANY 

DATE 

LIST  YOUR  DUTIES 

STARTING 
SALARY 

FINAL 
SALARY 

REASON 

FOR 
LEAVING 

FROM 

TO 

REFERENCES  (NOT  RELATED) 


NAME 


ADDRESS 


OCCUPATION 


i 


VOLUNTEER  SERVICES  FORM 


If  you  have  some  free  time  and  you  are  interested  in  making  someone's  life  more  comfortable 
and  happy,  you  might  be  just  the  person  to  join  our  Team  of  Volunteer  Workers.  All  we  ask 
is  that  you  have  a  desire  to  be  helpful,  have  a  nice  personality,  and  enjoy  being  around  people. 

Our  nursing  home  is  a  good  place  for  people  to  get  first-hand  information  about  various  careers- 
social  work,  office  work,  medical,  nursing,  dental,  and  various  laboratory  jobs. 

Please  fill  in  this  form  and  return  it  to  the  address  above. 


NAME  Telephone 

ADDRESS  

NAME  OF  SCHOOl  Telephone 

COUNSELOR'S  NAME   


A.  I  CAN  DO  THE  FOLLOWING  THINGS: 

1.  Help  with  patients  by  doing  one  or  more  of  the  items  checked. 

 Take  patients  for  a  walk  Read  to  patients 

Write  or  type  patient's  letters                             Help  with  arts  and  crafts 
_  Help  feed  patients                                           Discuss  current  events,  movies. 
Deliver  and  remove  food  trays                           or  other  topics 
Other  (explain)  


2. 


Help  in  the  office. 

  I  can  type  accurately. 

I  can  file. 

Other  


I  usually  get  along  well  with  people. 


MY  CAREER  INTERESTS  ARE: 

  Medical         Office  Work 

— «  Other  (specify)  


Social  Work 


Dental 


Lab  Technician 


C.  I  AM  AVAILABLE:  ,  „ 

a.m.  a.m. 
From  p.m.  to  p.m.  on  the  following  days: 

 M  T  W  TH  F  SAT  SUN 

I  (can,  cannot)  come  in  for  an  interview. 

 My  parents  (guardian)  have  agreed  for  me  to  volunteer  my  servicss. 

D.  ONE  REFERENCE  (by  permission) 

NAME  .  Telephone  

ADDRESS  

E.  HOW  DID  YOU  HEAR  ABOUT  OUR  VOLUNTEER  SERVICES  PROGRAM?  (Explain  briefly) 


Your  Signature 
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VOLUNTEER  SERVICES  FORM 


If  you  have  some  free  time  and  you  are  interested  in  making  someone's  life  more  comfortable 
and  happy,  you  might  be  just  the  person  to  join  our  Team  of  Volunteer  Workers.  All  we  ask 
is  that  you  have  a  desire  to  be  helpful,  have  a  nice  personality,  and  enjoy  being  around  people. 

Our  nursing  home  is  a  good  place  for  people  to  get  first-hand  information  about  various  careers- 
social  work,  office  work,  medical,  nursing,  dental,  and  various  laboratory  jobs. 

Please  fill  in  this  form  and  return  it  to  the  address  above. 


NAME  Telephone 

ADDRESS  

NAME  OF  SCHOOl  Telephone 

COUNSELOR'S  NAME  


A.  I  CAN  DO  THE  FOLLOWING  THINGS: 

1.  Help  with  patients  by  doing  one  or  more  of  the  items  checked. 

Take  patients  for  a  walk   Read  to  patients 

Write  or  type  patient's  letters  _«  Help  with  arts  and  crafts 
Help  feed  patients  Discuss  current  events,  movies, 
  Deliver  and  remove  food  trays  or  other  topics 

Other  (pyplain> 


2. 


Help  in  the  office. 

  I  can  type  accurately. 

I  can  file. 
  Other  


I  usually  get  along  well  with  people. 


B.  MY  CAREER  INTERESTS  ARE: 

  Medical         Office  Work 

  Other  (specify)  


Social  Work 


Dental 


Lab  Technician 


C.  I  AM  AVAILABLE:   ,  ^ 

a.m.  a.m. 
From   p.m.  to  — p.m.  on  the  following  days: 

 M  T  W  TH  F  SAT  SUN 

I  ___  (can,  cannot)  come  in  for  an  interview. 

My  parents  (guardian)  have  agreed  for  me  to  volunteer  my  services. 

D.  ONE  REFERENCE  (by  permission) 

NAME   Telephone  

ADDRESS  .  

E.  HOW  DID  YOU  HEAR  ABOUT  OUR  VOLUNTEER  SERVICES  PROGRAM?  (Explain  briefly) 


Your  Signature 


0 
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FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded 


Teacher's  Comments: 


Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  17 


REVIEW  OF  TABULATION 


TYPEWRITING  HONOR  ROLL 


^2 


Four-minute  Writings 


Girls  Boys 


Alice  Carlberg 
Jean  Denby 
Alice  Fey 
Jean  Swensen 
Cora  Wilson 


Robert  Bloor 
Martin  Carlson 


Henry  Poulsen 
Wilbur  Worth 


Stanley  Younger 


123456 


Vertical  Placement 

Tables  may  appear  in  letters  or  reports,  but  most  are  centered  on  sheets 
of  plain  paper.    Allow  for  one  blank  line  after  an  all-caps  title  and  two  blank 
lines  after  the  last  typed  line  of  a  heading. 

Insert  this  sheet  in  the  typewriter  and  type  the  answer  in  the  blanks. 
Then  return  your  carriage  twice  to  check  your  answers. 

1.     How  many  blank  lines  are  there  in  the  above  table?   


Horizontal  Placement 

Tables  are  usually  centered  horizontally  with  the  columns  separated  by 
six  blank  spaces.     Display  lines,  like  the  title  and  subtitle,   are  centered  in 
the  usual  backspace-one-for-tuo  manner.  To  center  the  columns,  however,  the 
typist  must  select  a  "key  line". 

Key  line --The  Key  line  is  the  longest  item  in  each  line  plus  six  blank 
lines  between  each  column.     Once  the  key  line  has  been  selected,  the  typist 
backspaces  from  the  midpoint  to  center  the  key  line  and  sets  the  margin  stop 
at  that  point.     He  then  spaces  to  the  second  column  and  sets  a  tab  stop  there. 
He  is  ready  to  typewrite  the  table.     Type  your  answers  in  the  blank  spaces: 

3.     In  the  sample  table  above,  what  name  in  Column  I 
should  be  used  as  the  key  item? 


4 


How  many  times,  from  center,  would  you  backroll  the 
carriage  to  center  this  table? 


6 


Alice  Carlberg 


Typewriting  20  -  2  - 

4.     What  is  the  key  item  in  Column  II? 


Lesson  17 


Stanley  Younger 

5.  How  many  spaces  from  the  left  margin  will 

Column  II  begin?   

14  +  6  =  20 

6 .  How  can  you  adjust  you  machine  to  make  it 
easy  to  get  to  the  start  of  Column  II  for  each 

line  in  the  table  ?  


Set  a  tab  stop 


Branch  Time 

Winnipeg  11:00  a.m. 

Thunder  Bay  12:00  noon 

Kirkland  Lake  7:30  p.m. 

Moose  Jaw  8.09  p.m. 

Regina  10:21  p.m. 


7.     In  the  partial  table  above,   what  is  the  key  item 
in  Column  I? 


Kirkland  Lake 

8.  What  is  the  key  item  in  Column  II?   

11:00  a.m. 

9.  How  many  spaces  from  the  left  margin  would 
you  set  the  tabulator  for  the  beginning  of 
Column  II? 


19 
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Lesson  17 


Representative  Territory 

B.  Hill  British  Columbia 

T.  Thomas  Alberta 

W.  Klein  Yukon  Territory 


10.     In  this  partial  table,  what  is  the  key  item  in 
Column'  I? 


11.    What  is  the  key  item  in  Column  II? 


12.     How  many  spaces  from  the  left  margin  would 
you  set  the  tabulator  for  the  beginning  of 
Column  II? 


Representative 


British  Columbia 


14  +  6  =  20 
(Representative  +  6) 


TOTAL  SALES 
For  Quarter  Ending  December  30 ^  197- 


Salesman  October  November  December 

Henry  Arthur  $1,050.42  $1,256.98  $  973.8? 

Berton  Burrell  1,265.89  1,3^1.64  997-83 

Thomas  Radcliffe  1,119-73  1,687.22  1,355.21 

Albert  Paynter  982.65  1,998.00  950.00 


13.  How  many  times  would  you  return  the  carriage 

after  typing  TOTAL  SALES?   

twice 

14.  How  many  times  would  you  return  the  carriage 
after  typing  "For  Quarter  Ending  December  30, 
1978." 


three 


Typewriting  20 
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Lesson  17 


15.  How  many  blank  spaces  would  follow  "For 

Quarter  Ending  December  30,  1978"?   

two 

16.  How  many  times  would  you  backroll  the  carriage 
from  the  center  of  your  paper  to  center  the  table 

shown?  

five 

17.  What  is  the  key  item  in  Column  I?  

Thomas  Radcliffe 

18.  What  is  the  key  item  in  Column  II?   

$1,050.42 

19.  What  is  the  key  item  in  Column  in? 

$1,  256.98 

20.  What  is  the  key  item  in  Column  IV?  

$1,  355.21 


THE  FAMILIAR  FIVE 


Quantity  Unit  Symbol 


Length 

metre 

m 

Volume 

litre 

L 

Mass 

gram 

g 

Time 

second 

% 

Terrperature 

degree  Celcius 

21.  How  many  times  would  you  return  the  carriage 

after  "THE  FAMILIAR  FIVE."   

one  time 

22.  How  many  times  would  you  return  the  carriage 

after  typing  the  first  line  of  underscores?   


twice 


Typewriting  20  -  5  - 

23.  What  is  the  key  item  in  column  one? 

24.  What  is  the  key  item  in  column  two? 

25.  What  is  the  key  item  in  column  three? 

ASSIGNMENT  17-A --Submit  for  Correction 


Lesson  17 


Temperature 


degree  Celcius 


Symbol 


Center  the  following  attractively  on  a  full  sheet  of  paper. 


^^^^^^ 
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ASSIGNMENT   17-B--Submit  for  Correction 

Center  the  following  announcement  attractively  on  a  full  sheet  of  paper. 

"POSITWE"  ECOLOGY 
JlZ^/dj^  BRINGS 

POSITIVE  RESULTS 

JOIN  TRENTON^  YOUTH  NOW 

Cleanoip  Trenton 

Recycle  Otd"  Newspapers  "  j 

Fight  Overpackaging  / 

OUR  LIVELY  DISCUSSIONS  ' 
Topic  One:     "Waste  In  The  Home" 


Ecology  club  meets  every  Wednesday^ 
Fi^t  meeting:  (^ct)  27,  1973 
Place:    Town  Hall,  Room  207 
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ASSIGNMENT  17 -C - -Submit  for  Correction 


Le 


1. 

2. 
3. 


7. 

8. 

11. 


the  following  attractively  on  a  full  sheet  of  paper. 


Do  not  hang  a  mirror  over  the  fireplace-- j  it  invites 
people  to  get  near  the  fire. 

Do  not  put  anything  on  the  mantelshelf  which  a  child 
might  try  to  grab . 

If  your  chimney  catches  fire  send  for  the  fire 
brigade- -it's  free  .  >^ 

Do  not  try  electrical  repairs  unless  you  are  an 
expert . 

Do  not  smoke  in  bed. 

Switch  off  appliances  not  in  use  and  disconnect  them 
before  going  to  bed. 

Do  not  look  for  a  gas  leak  with  a  naked  flame;  turn 
off  the  supply  at  the  main;  see  all  taps  are  turned  off; 
then  call  the  Gas  Company. 

Do  the  same  if  there  is  a  power  failure. 

Use  ashtrays.     See  cigarettes  and  pipes  are  properly 
put  out. 

Keep  fuel  oil  in  a  safe,   cool  place --in  a  shed  outside, 
for  instance. 

Do  not  try  to  dry  or  air  clothes  where  they  could  fall 
or  be  pushed  on  to  the  heater  or  the  fire. 

If  you  leave  your  house  unoccupied  for  more  than  a  day 
or  so,   switch  off  the  supply  at  the  mains  unless  you 
have  appliances  which  must  remain  on  in  your  absence . 


^.il^^^  ^ZAe^  .,J<kA^. 
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ASSIGNMENT  17 -D- -Submit  for  Correction 

Center  the  following  attractively  on  a  full  sheet  of  paper. 


John  Hallen 
Daniel  MacDonald 
Lawrence  Egan 
Robert  Kotch 
Jeffrey  Miller 
Felix  Pima 
Samuel  Trancone 
Clarence  Huening 
David  Jones 
Clayton  Farmer 


VARSITY  BASKETBALL  TEAM 
1986  SEASON 


Senior 
Senior 
Junior 
Junior 
Sophomore 
Sophomore 
Junior 
Senior 
Junior 
Sophomore 


Center 

Forward 

Forward 

Guard 

Guard 

Forward 

Forward 

Guard 

Guard 

Center 
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ASSIGNMENT  17 -E - -Submit  for  Correction 


Lesson  17 


Center  the  following  attractively  on  a  full  sheet  of  paper.  Include  the 
asterisk  in  your  calculations  of  centering. 


NUTRITIONAL  INFORMATION* 
-AMEMOAj^  ACADEMY  OF  SCIENCEC  • 


MINERALS 

VITAMINS 

Potassium 
Mg. 

Calcium 
Mg. 

1  ro  n 

A 

Units 

C 
Mg. 

Apples 

130 

8 

A 

50 

3 

,  Bananas 
Oranges 

390 
300 

8 

75- 

.7 
.  5 

190 
240 

10 
75 

Peaches 

31 

9 

.  5" 

1,320 

7 

Raisins 

575 

50 

J.  s 

15 

0 

Broccoli 
Green  Beans 

405 
204 

190 
45 

.  f 

5,100 
9 

^30 

105 
16 

Carrots 

600 

38 

.9 

18,130 

6 

Peas 

200 

22 

960 

24 

Tomatoes 

360 

16 

2,600 

35 

7, 


^Average  Servings 
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ASSIGNMENT  17 -F - -Submit  for  Correction 

Take  3  five -minute  timings  on  the  following  table  with  leaders.  Center 
vertically  before  you  start  the  timing.     Use  a  60 -space  line  and  double 
spacing.     Circle  your  errors  and  calculate  your  speed.     Aim  for  50  wam. 

If  you  are  finished  before  the  five  minutes  expires,   start  over  and  add 
8  words  for  paper  change  and  10  words  for  vertical  centering. 

NEW     CLASSIC     TITLES  7 

8 
9 

Dickens,  Charles,  A  Tale  of  Two  Cities    $1.95  25 

Thackeray,  William,  Vanity  Fair   1.95  ^0 

Chaucer,  Geoffrey,  The  Canterbury  Tales   2.95  56 

Twain,  Mark,  Tom  Sawyer   1.65  70 

Hemingway,  Ernest,  The  Old  Man  and  the  Sea    1.50  89 

Alcott,  Louisa  May,  Little  Women  ....o...   1.70  104 

Washington,  Booker  T.,  Up  from  Slavery   1.95  119 

Shakespeare,  William,  Four  Great  Tragedies    1.95  135 

123456789        10        11  12 
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ASSIGNMENT  CHECK  (i^) 
Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for  mailing 

ASSIGNMENT  17 -A  ,   centering,   page  5   

ASSIGNMENT  17-B,   centering,   page  6   

ASSIGNMENT  17-C,   centering,   page  7   

ASSIGNMENT  17-D,   open  table,   page  8   

ASSIGNMENT  17-E,  boxed  table,   page  9   

ASSIGNMENT  17 -F,   timing  on  table,   page  10   


End  of  Lesson  17 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  ail  letters  in  a  separate  envelope. 


3.    POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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REVIEW  OF  LETTERS 


Lesson  18 


Insert  this  sheet  in  your  typewriter.  Type  the  answers  in  the  blanks  and 
then  return  your  carriage  twice  to  check  your  responses. 

PLACEMENT 

1.    What  line  length  (in  cm)  is  used  for  most  letters?   


12.5  cm 

2.     On  what  line  does  one  type  the  date?  


Line  15 


3.     On  what  line  does  one  begin  to  type  the  inside 
address  ? 


4.    Which  comes  first,   reference  initials  or 
enclosures  ? 


Line  20 


initials 

5.    What  does  oo  stand  for? 


carbon  copy 


6.    Does  the  carbon  copy  notation  precede  or  follow 
the  reference  initials? 


7.     How  many  spaces  are  left  between  the  closing 
and  the  company  signature? 


8.     How  many  spaces  are  required  for  a  person's 
signature  ? 


follow 


1  blank  space 

(2  carriage  returns) 


4  or  5 

9.    What  spacing  is  used  for  the  body  of  a  letter?   


single  with  double 
between  paragraphs 


Typewriting  20 
PUNCTUATION 
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Lesson  18 


10.  What  is  another  name  for  standard  or  mixed 
punctuation?  

two-point 

11.  Two-point  means  there  is  punctuation  after  two 
typed  lines.     There  is  a  colon  after  the 

and  a  comma  after  the   .   


salutation 
closing 

12.     The  other  punctuation  we  covered  in  this  course 

is   .   


open 

13.     Open  punctuation  means  there  is  pimctuation 

at  the  ends  of  typed  lines.  

no 


STYLES 

14.  The  most  commonly  used  style  in  business  offices 
has  the  date  and  closing  starting  at  the  center. 

This  style  is  called  

modified  block  or 
semi-block 

15.  One  can  modify  the  semi-block  letter  style 

by  the  paragraphs  .  

indenting 

16.  The  easiest,   most  efficient  letter  style  is  the 
  which  has 


A  MS 

all  lines  starting  at 
the  left  margin  and 
eliminates  unnecessary 
parts 
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ENVELOPE  REVIEW 
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Lesson  18 


1.  At  what  point  vertically  does  one  begin  to 

type  the  address?   

one  carriage  return 
below  center 

2.  What  spacing  is  used  for  a  three -line 

address?   


double 

3.    What  spacing  is  used  for  a  four-line 
address  ? 


single 

4.    At  what  point  horizontally  does  one 

begin  to  type  the  address?  _________ 


5  spaces  to  the  left  of 
center 
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Lesson  18 


LETTERS 

The  main  thing  to  remember  in  setting  up  letters  is  that  they  should  be 
neatly  framed  by  the  margins.     In  other  words,  the  bottom  margin  should  be 
a  little  wider  than  the  top  margin,   and  the  side  margins  should  be  equal. 


After  a  great  deal  of  practice  you  will  be  able  to  judge  letter  placement  for 
yourself.     Generally,  however,   the  following  rules  apply: 

1.     The  line  length  is  usually  12.5  cm  but  it  is  adjusted: 

(a)  to  a  15  cm  line  length  for  long  and  two-page  letters 

(b)  to  a  10  cm  line  length  for  letters  on  P5  paper. 
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Lesson 


2.     The  date  usually  starts  on  line  15  followed  by  five  carriage 
returns  but: 

-  if  the  letter  is  short,  the  spacing  between  letter  parts 
may  be  increased  by  extraspacing  or  stretching. 

In  this  lesson  you  will  be  required  to  judge  placement  for  yourself. 
Examine  each  letter  carefully  to  be  sure  it  is  neatly  'framed'  on  the  page. 
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ASSIGNMENT  18 -A  - -Submit  for  Correction 

Type  the  names  of  the  parts  in  the  blank  boxes  of  this  diagram  of  a 
business  letter  .     Some  names  have  been  entered  for  you. 

Date 


Attention 


Enclosure 
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ASSIGNMENT  18-B--Submit  for  Correction 

Type  the  following  letter  in  full  blocked  style  with  open  punctuation. 
Judge  placement  and  if  it  is  not  neatly  'framed'  retype  it.    A  subject  line, 
"Municipal  Bonds"  should  be  added.     Use  today's  date  and  plain  paper. 

^^^^^^^ 

^^-"-^ 

^^---f^^  V- 


 ^^^^^ 

j^^^^^u^  ^^^^  ^^^^ 
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ASSIGNMENT  18 -C- -Submit  for  Correction 

Type  the  following  letter  in  semi-block  style  (indented  paragraphs), 
mixed  punctuation.     Use  plain  paper  and  today's  date. 
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ASSIGNMENT  18-D-- Submit  for  Correction 

Type  the  following  letter  in  modified  block  style  and  mixed  punctuation. 
Use  today's  date  and  plain  paper.     The  letter  should  be  addressed  to  the 
Attention  of  Mrs.  C.  Lysons.  /O    ^  y        //  A 

r^TTT^^^-^----^  ^^^^^^ 


^  ^^^^^^  ^zA^  -^"^ 

.^rityyi'^x^  -^^  
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^^^^^^^^^^^^^    .,^^yWr2.^^1^  ^^^'^^^-^^^ 

^^^^    UA^^^^^>^-      ^-<^^<^^    ^^^LC^^  ^i^..^^ 
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Lesson  18 


_2  o 


5_ 


^^^^  ^  ^^-^ 
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ASSIGNMENT  18 -E --Submit  for  Correction 

Type  the  following  letter  in  AMS  style..  Use  today's  date  and  plain  paper. 
The  subject  is  "Join  the  Club." 


Typewriting  20  -        -  Lesson  18 


^^^y^2.ayr2^^^^^/^^^  ..^7'2^^2^t^l.^-^>^^2-^^  ^-^^^^^Z^^^^-l-Zl^^,^:^  ^^,^>l-^<^. 

^(j^^^^,^^,^^^  ^.-^                     .^.S^^  ._,,^^tA^ 

^_^^^^X-t^?^'C^^  ytl,^^<^l^<i^'''^^^^                ^y^^^-cx^  ,^t^2^^^  ^,^U-cyi^  ^^-y!^>^<x-y 

^jAa^  ^,4£y,^^  .^.-^  ^XA^  ^.^yr^'^J^'i^-^js^  y9^^^^-?■^/^t.dyly^\ 
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Lesson  18 


ASSIGNMENT  18 -F- -Submit  for  Correction 

Compose  a  letter  to  a  business  in  your  area  to  accompany  some  merchan- 
dise you  are  returning.     Assume  the  merchandise  was  damaged  - -broken ,  torn 
or  incomplete.    Ask  for  a  replacement  of  the  merchandise.     Choose  any  of 
the  letter  styles  used  in  this  course  and  either  open  or  mixed  punctuation. 
Remember,  this  is  a  personal  use  business  letter  which  differs  slightly  in 
set-up  from  regular  letters. 

Type  the  letter  first  in  rough  and  then  in  good.     Submit  both  copies. 


ASSIGNMENT  18-G--Submit  for  Correction 


Compose  a  letter  to  a  close  friend  inviting  him/her  to  attend  your 
town's  annual  fair,  a  sport's  day  or  a  dance.     Choose  any  letter  style  and 
either  open  or  mixed  punctuation.     Submit  both  your  rough  and  good  copies. 
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Lesson  18 


ASSIGNMENT  18 -H- -Submit  for  Correction 

Take  three  VALID  five -minute  timings  on  the  following  letter.  Remember 
that  a  valid  timing  will  have  no  more  than  three  errors.     Use  full  blocked 
style  and  open  punctuation.     Aim  for  55  warn 


January  1,   1986  3 

4 
5 
6 
7 
8 

Mr.  Clarence  E.  Strong  13 
1375  Gillmore  Avenue  I8 
Waterton  Park,  Alberta     T5N  2D7  25 

26 

Dear  Mr.   Strong  29 

30 

We  are  glad  to  send  you  three  gift  pages  to  be  39 
pasted  in  the  three  books  you  bought  from  us  on  48 
September  20.     There  is  no  charge  for  these  pages.  58 

59 

The  gift  pages  provide  space  for  the  name  or  names  69 
of  those  to  whom  the  books  are  presented,  as  well  79 
as  for  your  own  name  and  any  message  you  might  wish  89 
to  include.  91 

92 

These  beautiful  gift  pages  are  printed  on  paper  of  102 
excellent  quality.  They  add  much  to  any  book  that  112 
is  presented  to  a  friend  as  a  gift.  They  add  that  122 
personal  touch  that  is  genuinely  appreciated  by  the  132 
receiver  of  your  gift.  136 

137 

Thank  you  very  much  for  your  patronage.  We  look  146 
forward  to  the  opportunity  of  serving  you  frequently  156 
in  the  future.  159 

160 

Very  truly  yours  I63 

164 
165 
166 

Manager,  Book  Department  171 

172 

WM/xxx  174 

123456789  10 
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ASSIGNMENT  CHECK  (/ ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
correction . 


ASSIGNMENT 

18 

-A  , 

letter, 

page 

6 

ASSIGNMENT 

18 

-B, 

letter, 

page 

7 

ASSIGNMENT 

18 

-c, 

letter, 

page 

9 

ASSIGNMENT 

18 

-D, 

letter, 

page 

10 

ASSIGNMENT 

18 

-E, 

letter. 

page 

12 

ASSIGNMENT 

18 

-F, 

personal  busines 

s  letter,  page  15 

ASSIGNMENT 

18 

-G, 

personal  lett 

er. 

page  15 

ASSIGNMENT 

18- 

"H, 

timing 

on  letter, 

page  16 

End  of  Lesson  18 
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Introduct  ion 


REMINDER 
Final  Course  Mark 


Please  Note: 

If  your  mark  on  the  final  test  is  407o  or  less,  NO  credits 
will  be  given  for  your  year's  work.  Your  final  course  mark 
will  then  be  based  entirely  on  the  final  test. 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  speUing  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 
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Lesson  19 


MANUSCRIPT  REVIEW 

Insert  this  sheet  in  your  typewriter  and  type  the  correct  response  in  the 
blanks.     Then  return  your  carriage  twice  to  check  your  answers. 

1.  Would  a  typist  center  a  manuscript  page  vertically 
when  the  page  is  one  of  several  in  a  fairly  long 

manuscript?   

no 

2.  The  top  margin  on  the  first  page  of  a  manuscript 

is    cm.   


5  cm 

3.  On  what  line  does  one  type  the  title  of  a  manuscript?   

13 

4.  What  is  the  desirable  depth  of  the  bottom  margin?  

2.5  -  3  cm 

5.  The  average  footnote  uses  about  1  cm  of  space.  The 
line  used  to  separate  it  from  the  body  of  a  manuscript 
occupies,   with  the  space  above  and  below  it,  about 
another  1  cm.     To  allow  for  the  two  cm  of  space  and 
another  3  cm  bottom  margin,  how  far  from  the  bottom 
of  a  page  should  the  typist  stop  when  there  is  only  one 

footnote  ?   


5  cm 

6 .  How  far  from  the  bottom  should  he  stop  if  the  page 

he  is  typing  will  have  three  footnotes  instead  of  one?   

7  cm 

(3  cm  bottom  +3x1  cm  footnotes 
+  1  cm  separation) 

7.  On  what  line  do  you  type  the  page  number  on  the 

second  page  of  a  manuscript?   

7 

8.  What  line  length  in  cm  is  usually  used  for  a  manuscript?   


15  cm 


Typewriting  20  -  2  - 

9.     In  what  position  are  page  numbers  typed? 


Lesson  19 


top  right, 
line  7 


10.     What  spacing  is  most  commonly  used  for  the  body 
of  a  manuscript? 


11.    What  spacing  is  used  for  minutes  of  a  meeting 


12.    What  spacing  is  used  for  legal  documents? 


13.     What  spacing  is  used  for  magazine  articles 


14.    What  spacing  is  used  for  news  releases? 


double 


single 


double 


double 


double 


15.     How  wide  (in  cm)  is  the  left  margin  of  a  left-boimd 
manuscript  ? 


4  cm 


I 
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ASSIGNMENT  19-A --Submit  for  Correction 


Lesson  19 


Set  up  the  following  as  an  attractively  arranged  unbound  one -page  manu- 
script.    Make  the  necessary  corrections  indicated  by  the  proofreader's  marks 


CW^YOU  AND  YOUR  DRIVER'S  TEST 

.  ^Eygryone  over  16(^y^^  of  age  whojdesires  to  drive  an 

.P*/  autoTmust  obtain  a  lice<te  to  do  so.     To  obtain  that  licens 


se 


must  be  passed.     The  test  is  divided  into  twoXparls. 
Written  Test 


After  studying  the  "Rules  of  the  Roadm  the 
applicant  must  pass  ay^^test  on  thoir  knowledge  of  driving 
rules  and  various  road  signs.     This  test  qualifies  the 
applicant  for  actual  driving  practice.     It  is  also  divided 

into  two  sections.   

The  Road  ^^ign  Section  of  the  test  requires  identV 
(l^Jcationof  several  shapes  of  signs  now  used  internationally 
No  errors  are  all  owe  d-. 


The  Rules  of  the  Road  Section  oSj  the  test  is  multiple 
choice  with  some  questions  requiring  one  answer,  some 


two,  and  some  three  ./^All  ocloctionG  muct  be  Gorroct  for 
each  question,   or  the  entire  answer  is/^wrong. 
PRACTICAL  TEST 

5 

After  the  prospective  driver  passed  both  sections  of 
the  written  test,  a  "behind -the -wheel  test^^  is  administer 
ed.)  An  examiner  rides  with  the  driver  indicati^l^  various 
maneuvers  to  be  performed  such  as  left  turn,   right  turn, 
parking,     entering  and  leaving  expressways.     The  driver's 
own  Q.B.T       used  for  this  portion  of  the  examination. 
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ASSIGNMENT  1 9-B - -Submit  for  Correction 

Prepare  a  revised  copy  of  these  minutes. 


Lesson  19 


y^.Ml  ^  ^February  5,  1986^ 

MEDIA  CORPORATION  OF  CANADA 


ATTENDANCE 


A  meeting  of  the  Progress  Committee  was  held  in 
kingman  Hall  at  10  a. m ."^hairperson  Samuel  Jennings 
presided.    All  officers  and  members  were  present. 


OLD  BUSINESS 


The  Secretary  read  the  minutes  of  the  Ii^ast  meet- 
and  they  were  approved  as  read. 

NEW  BUSINESS 


The  Chairperson  suggested  we  examine  our  progress 
in  the  hiring  of  women  ^-^lU^  -r>nA/'^n.^^''Ujtt^  ^-txJ-<x_/c2^. 

We  now  have  an  Affirmative  A ction-ai' Program  for 
Women.     Women  account  for  38  per^^ent  of  the  com- 
pany's total  employment,   and  ll(%)of  the  managerial 

staff  e 


Members  of  the  minority  groups  are  employed 
throughout  MCA  in  all  job  categories.  Approximately 
12  pe recent  of  -fefee-  employees  in  4iie^  company  are 
members  of  minority  groups. 

It  was  agreed  that  the  Chairperson  will  appoint  a 
subcommittee  to  study  this/<area. 

There  was  no  additional  business,  and  the  meet- 
ing was  adjourned  at  11:30  a.m. 

Respectfully  submitted, 


Margaret  Roasic,  Secretary 
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.ASSIGNMENT   1 9 -C- -Submit  for  Correction 

Set  up  riiG  following  as  a  neatly  arranged  legal  document.     Remember  that 
there  are  no  ERi^SURES  in  sums  of  money,  names,   or  dates. 

KNOW  ALL  MEN  BY  THESE  PRESENTS, 
THAT  I    ^.^UA.^^  ^^^^^^^^  ^Z^^^^^W^^ 

lor  and  In  con.id.r.ilco  ot  the  sum  ot  Jt^  jA.-c-..Uintl  iJ^fW,  (if'H^ooo) 
lawful  money  of  Canada,  to  me  in  hand  paid,  at  or  before  the  ensealing  and 
delivery  of  these  presents  by  .^^^^  Coy^  ^^o^  TT/o^  jJ^t^^ 

part,  the  receipt  whereof  is  hereby  acknowledged,  has  bargained  and  sold,  and 
by  these  presents  do  sell,   grant,  and  convey  unto  the  said  party  of  the  second 
part,  its  executors,  administrators,  and  assigns  my  property  located  at  the 
corner  of  ^  Jlu^ ^(hJk.  O^t^^  JAjA^ua^^ 

TO  HAVE  AND  TO  HOLD  the  same  unto  the  said  party  of  the 
second  part,  its  executors,  administrators,  and  assigns  forever.    And  1  do 
for  me  and  my  heirs,  executors,  and  administrators,   covenant  and  agree,  to 
and  with  the  said  party  of  the  second  part,  to  warrant  and  defend  the  sale  of 
the  aforementioned  property  hereby  sold  unto  the  said  party  of  the  second  part. 

IN  WITNESS  WHEREOF,  I  have  hereunto  set  my  hand  and  seal  this 
yd£^:^6rrn^  day  oi  ^oyrbUUCXAj-^  in  the  year  one  thousand  nine  hundred  and^i^^-^^^^^^^- 

^y/liynV      sealed  and  delivered  in  the  presence  of 
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Lesson  19 


^ASSIGNMENT  19-D--Submit  for  Correction 

Set  up  the  following  as  a  News  Release.  Make  the  corrections  indicated 
by  rhe  proofreader's  marks. 


NEWS  RELEASE 


R  ad  cliff e  College 
Regina,  Saskatchewan 

Release:  Immediately 


From:    Patricia  Morgan,   Press  Secretary 
Dr.  Arthur  Frankle  Addresses  Radcliffe  Alumnae 


Regina,  April  10 --Dr.  Arthur  Frankle,  Nobel  Pr(^ze\- winning  Biochemist 
addressed  the,  spring  meeting  \  of  the  R ad clif:^ Alumnae  Association  here  last 
night.     Dr.  ^ranklcy^  spoke  on"Biochemistry  and  outer  Spa3^e." 

Discussing  the  possibility  of  life  on  Mars,   which  many  scientists  regard 
as  highly  probable,  the  eminent  biochemist  drew  a  parallel  between  space 
exploration  and  the  discovery  of  the  New  World.     "We  must,"  he  said,  "avoid 
contaminating  the  life  forms  with  our  germs.     Remember  how  a  Relatively 
harmless  disease  like  measles  proved  fatal  to  the  Indians  of  the  M^rican 
continent.     That's  why  we  sterilize  the  equipment  we  loft  into  space." 

r 

Frankle  expressed  doubt  that  other  planets  contained  intelligent 

forms  of  life.     "But,"  he  added,    "we  used  to  think  the  earth  was  carried  on 

the  back  of  a  giant  turtle.     So,   one  never  knows,  does  one  (END) 
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ASSIGNMENT  19-E- -Submit  for  Correction 

Set  up  the  following  for  a  Magazine  that  uses  an  exact  40 -space  line 
The  title  is  "Eliminating  the  Negatives"  and  you  are  the  author. 


Your  eyes  may  be  the  mirrors  of  your  soul  but  your  skin  is  the  mirror 
of  your  way  of  life.     It  reflects  your  health  and  environment  as  well  as  your 
beauty  regimen.     Try  to  make  the  following  influences  work  for  your  skin 
instead  of  against  it. 

Diet:    Sensible  eating  contributes  immeasurably  toward  a  clear,  fresh- 
looking  skin.     Particularly  important  are  daily  portions  from  the  four  essential 
food  groups --milk,  meat,  bread,  and  vegetables  - -to  provide  enough  protein, 
carbohydrates,   vitamins,  and  minerals.     In  addition,   drinking  six  or  more 
glasses-    of  water  a  day  helps  flush  out  wastes. 

Weight:    Avoid  wild  fluctuations  in  weight.     Rapid  weight  gains  and  losses 
put  undue  stress  on  the  skin,  leading  to  wrinkling  and  sagging. 

Exercise:    Activity  stimulates  the  circulation,  and  increased  blood  flow 
recharges  the  skin's  vitality.    Walk  whenever  possible,  breathing  deeply,  and 
participate  in  sports  and  calisthenics;  activity  induces  the  elimination  of  bodily 
wastes,  a  major  plus  for  skin  health. 

Sleep:    Lack  of  proper  rest  is  quickly  reflected  in  an  impairment  of  skin 
color  and  tone. 

Stress:    Shun  situations  fraught  with  anxiety.     Tension  often  causes  skin 
flare-ups  and  the  deepening  of  worry  lines. 

Environment:    Indoor  environments  with  their  central  heating,  air  condition- 
ing and  so  on,  take  their  toll  on  skin  by  depleting  its  natural  moisture.  The 
great  outdoors  (both  windy  and  dry  climates)  can  work  against  it  too,   by  further 
stripping  away  moisture.     The  sun  is  not  the  friend  of  fine  skin:  its 
radiation  hastens  oxidation  in  the  cells  and  parches  them,  leading  to  a  wrinkly 
and  leathery  texture.    Air  pollution  results  in  the  spread  of  a  layer  of  dirt 
and  grit  on  the  skin's  surface,   clogging  pores  and  causing  blemishes. 
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Lesson  19 


ROW  DRILLS 

Center  the  stroking  action  in  your  fingertips;  keep  your  arms  and  wrists 
quiet  as  you  type  these  specific  row  drills.     Use  a  70 -space  line  and  single 
spacing. 

Home  Row 

gas  lass  falls  salads  all  half  glass  jagged  had  lads  shall  garage  fall 
add  hall  flags  glades  lad  sash  small  flasks  ask  alas  lakes  lashes  glad 
jig  gash  sales  harrass  sad  lags  laugh  dashes  has  hash  flash  ghastly  as 
ash  sags  stall  rajahs  fad  gags  jails  distaff  dad  desk  slack  slash  safe 
All  the  dads  and  lads  drank  half  a  glass  of  ade  and  ate  a  small  salad. 

Top  Row 

rut  were  route  pretty  row  wore  quote  requite  two  trip  tower  wire  youth 
you  quit  putty  writer  pry  type  quite  repute  tip  riper  puppy  typewriter 
ripe  your  queer  quarter  pot  pour  wrote  quite  toy  pray  upper  tour  trite 
owe  quip  write  troupe  put  true  poppy  turquoise  wit  rope  outer  try  wipe 
You  owe  it  to  yourself  to  tour  the  upper  route  to  see  the  pretty  tree. 

Bottom  Row 

box  moon  cabin  manner  van  move  venom  nuzzle  bomb  nominee  victimize  man 
can  buzz  money  banner  bum  nice  vixen  zombie  baby  vaccine  comedian  mean 
men  comb  crazy  banana  cab  exam  bench  cabman  come  maximum  bonanza  comic 
ban  zone  zebra  bamboo  mom  next  canon  boxcar  name  concave  minimize  camp 
The  vaccine  made  men  cavort  like  crazy  comedians  or  move  like  zombies. 
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ASSIGNMENT  1 9 -F- -Submit  for  Correction 

Take  three  VALID  five-minute  timings  on  the  following.  A  valid  timing  will 
have  no  more  than  three  errors.     Aim  for  60  wam. 


Many  typing  errors  are  caused   by   faulty  techniques  or  by  failing  13 

to  hold  the  anchors.     A  close  check  of  the  errors  he  makes  will  tell  a  27 

student  which  of  his  methods  may  be  wrong.  36 

If  errors  occur  on  the  bottom  row  of  keys,  the  student  is  sitting  49 

too  close  to  the  machine.  If  errors  occur  on  the  third  row  of  keys,  the  63 

student  is  too  far  back  from  the  machine.       In  either    case,    he  should  77 

adjust  the  amount  of  space  between  himself  and  the  typewriter.  90 

If  the  student  makes  errors  on  the  right  side  of  the  keyboard,  he  103 

may  be  sitting  too  far  to  the  right.  Errors  on  the  left  mean  he  may  be  117 

sitting  too  far  to  the  left.      The  body  should  be  centered  facing  the  J  131 

key.     Errors  in  the  middle  of  the  keyboard  may  indicate  the  student  is  145 

not  keeping  his  little  fingers  stationed  on  the  A  and  semicolon.  158 

When  the  typist  fails  to  space  between  words ,  he  may  be  letting  his  171 

thumb  rest  too  heavily  on  the  space  bar.  This  can  be  corrected  by  strik-  185 

ing  the  space  bar  vigorously  in  the  center  and  lifting  the  thumb  at  once.  199 
1       2        3        4        5        6        7        8        9       10        11        13  14 
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ASSIGNMENT  CHECK  {]/) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 

ASSIGNMENT  19-A,  Manuscript,  page  3  ____ 

ASSIGNMENT  19-B,  Minutes,   page  4   

ASSIGNMENT  19-C,   Legal  document,   page  5   

ASSIGNMENT  19-D,  News  Release,   page  6   

ASSIGNMENT  19-E,  Magazine  Article,  page  7   

ASSIGNMENT  19-F,  Timing,  page  9   


End  of  Lesson  19 
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Correspondence  Teacher 


ALBERTA  CORRESPONDENCE  SCHOOL 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.    BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.    POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.   POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage  and  a 
green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 


When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at  the 
same  time. 


Typewriting  20  -  1  -  Lesson 

PATTERN  ERRORS 

Pattern  errors  are  due  to  lack  of  concentration  and  to  anticipation  in 
reading.     Pay  close  attention  to  the  copy  as  you  type  these  lines. 

LINE  -  70 
SPACING  -  1 

the  their  that  there  thrust  thesis  throng  they  thank  theory  thwart  theater 

and  hand  anchor  grand  angle  land  antic  candy  annex  sandy  animate  band  anew 

for  formal  focal  inform  fold  fortunate  found  foreign  fourth  forsake  follow 

pro  improve  praise  probably  priority  profit  preach  improvise  practice  pond 

pre  impress  prairie  prefer  prize  prepare  private  presence  primary  pressure 

per  persuade  peace  persist  penthouse  period  people  perform  pension  perfect 

dis  disarm  direct  discharge  dinner  discover  digit  discount  digest  disfavor 

mis  mislaid  minute  misfit  mingle  misguide  midst  misprint  minimal  mismanage 

sub  subdue  suave  subnormal  summary  subject  superb  subsidize  sunk  substance 

ght  sight  tough  thought  sleigh  height  neighbor  right  highway  ought  ghastly 

em  discern  desert  concern  concert  intern  intermediate  pernicious  permeate 

ing  reforming  refine  vacating  vaccine  succeeding  succinct  marketing  marina 

ion  scion  supervision  superstition  criterion  confusion  correction  stallion 

ial  cordial  controversial  credential  beneficial  denial  nuptial  superficial 

ble  scramble  sociable  infallable  marble  mailable  feasible  fable  remarkable 

ful  meaningful  careful  grateful  helpful  thoughtful  mindful  powerful  useful 

ual  factual  annual  actual  equal  perpetual  visual  contractual  gradual  usual 
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Lesson  20 


ASSIGNMENT  20 -A  - -Submit  for  Correction 

On  the  next  three  pages  you  will  find  drawings  or  cartoons.     TYPE  a 
saying  or  caption  on  the  lines  beneath  each  picture.     You  may  use  a  one -word 
caption  or  many  words. 
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Lesson 


ASSIGNMENT  20 -B- -Submit  for  Correction 

On  the  following  pages  you  will  find  four  line  drawings  that  may  sugge 
a  picture  to  you.     Insert  them  in  your  typewriter  and  using  art  typing 
complete  ANY  TWO  for  submission. 
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Lesson  2 


i^SSIGNMENT  2Q-C- -Optional 

Typewriter  Mystery  Game  —  the  object  of  this  game  is  to  construct  a 
design  on  the  typewriter  by  following  the  directions. 

To  solve  the  mystery,   insert  your  paper  vertically  in  the  typewriter, 
space  down  7  single  spaces  from  the  top,   set  side  margins  for  an  83 -space 
line  and  begin  typing  line  by  line.     Symbols:     83:  means  strike  the  colon  (:) 
83  times;  2$  means  strike  the  dollar  sign  ($)  2  times;  etc.     Keep  the  shift 
lock  depressed  throughout  entire  typing.     When  typing  is  completed,  turn 
paper  horizontally- -from  left  to  right--and  the  design  will  be  obvious. 

NOTE 

This  exercise  is  for  your  enjoyment  only. 

It  is  not  required  for  this  course  but  you  may  submit  it  so  we  can 
comment  on  your  finished  design. 

If  you  have  designs  of  your  own,  please  share  them  with  your  teacher  f 
the  use  of  future  students . 

DIRECTIONS 

Line 

1—  83: 

2—  83: 

3—  31:,  2$,  50: 

4—  14:,  5$,  12:,  2$,  28:,  13$,  9: 

5—  10:,  4$,  2:,  1$,  2:,  4$,  8:,  2$,  20:,  22$,  8: 


6—7 

,  3$,  6 

.  1$,  6 

3$,  5 

,  2$,  19: 

,  25$,  6: 

7—6 

,  3$,  7 

,  1$,  7 

> 

3$,  4 

,  2$,  12: 

,  34$,  4: 

8—4 

,  2$,  3 

,  2$,  5 

» 

1$,  5 

,  2$,  3:, 

2$,  2:,  2$,  9:,  20$, 

7: 

2$,  1 

• » 

8$,  3: 

9—3 

,  2$,  5 

,  2$,  4 

> 

1$,  4 

,  2$,  5:, 

2$,  2:,  1$,  7:,  13$, 

14: 

,  2$, 

3: 

,  8$,  3: 

10—2 

,  2$,  7 

,  2$,  2 

•  > 

3$,  2 

,  2$,  7:, 

2$,  1:,  2$,  5:,  14$, 

12: 

,  2$, 

5: 

,  8$,  3: 

11—2 

,  2$,  9 

,  7$,  9 

» 

2$,  1 

,  20$,  11 

:.  2$,  7:,  9$,  2: 

12—2 

,  13$,  3:,  13$, 

1 

20$,  9:,  2$, 

9:,  9$,  2: 

13—2 

,  2$,  9 

,  7$,  9 

•  > 

2$,  1 

,  19$,  8: 

,  2$,  11:,  9$,  2: 

14—2 

,  2$,  7 

,  2$,  2 

3$,  2 

,  2$,  7:, 

2f5.   It,  18$,  7:  ,  2$, 

13: 

,  9$, 

2: 

15—3 

,  2$,  5 

,  2$,  4 

1$,  4 

,  2$,  5:, 

2$.  2:,  17$,  6:,  2$, 

9:, 

14$, 

2: 

16—4 

,  2$,  3 

,  2$,  5 

1$,  5 

,  2$,  3:, 

2$,  2:,  17$,  5:,  2$, 

4:, 

7$, 

6:, 

9$,  2: 

17—6 

,  3$,  7 

,  1$,  7 

» 

3$,  3 

,  16$,  2: 

,  11$,  13:,  9$,  2: 

18—7 

,  3$,  6 

,  1$,  6 

•  > 

3$,  2 

,  23$,  21 

:,  9$,  2: 

19—10:,  4$,  2:,  1$,  2: 

,  4$,  4:,  20$,  1 

:,  11$,  13:,  12$,  2: 

20—14:,  5$,  5:,  22$, 

5 

2$, 

6:,  7$,  7 

:,  8$,  2: 

21—  20:,  26$,  7:,  2$,  11:,  15$,  2: 

22—  13:,  33$,  9:,  2$,  16:,  7$,  3: 

23—  17:,  29$,  8:,  1$,  2:,  2$,  14:,  7$,  3: 

24—  17:,  29$,  8:,  2$,  3:,  2$,  12:,  7$,  3: 

25—  17:,  29$,  8:,  2$,  5:,  2$,  10:,  7$,  3: 

26—  14:,  2$,  1:,  29$,  9:,  2$,  6:,  2$,  8:,  7$,  3: 

27—  14:,  2$,  1:,  29$,  7:,  4$,  8:,  2$,  6:,  6$,  4: 
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Line 


28—14: 

,  39$, 

3:,  2$, 

9:,  2$, 

4:,  5$,  5 

29—14: 

,  34$, 

9:,  2$, 

10:,  2$,  2:,  5$, 

5 : 

30—14: 

,  34$, 

9:,  2$, 

12:,  6$,  6:  . 

31—14: 

,  34$, 

10:,  1$, 

15:,  2$,  7: 

32—13: 

,  36$, 

34: 

33—25: 

,  15$, 

3:,  8$, 

32: 

34—14: 

,  5$,  i 

3:,  13$, 

5:,  4$, 

34: 

35—10: 

,  4$,  2:,  1$,  2:,  4$,  5:,  12$,  4 

:,  6$, 

33: 

36—7 

3$,  6 

1$,  6 

3$,  4 

,  10$,  43 

37—6 

> 

3$,  7 

,  1$,  7 

3$,  3 

,  10$,  43 

38—4 

■ » 

2$,  3 

,  2$,  5 

1$,  5 

,  2$,  3:, 

2$,  2 

,  10$, 

42 : 

39—3 

> 

2$,  5 

,  2$,  4 

1$,  4 

,  2$,  5:, 

2$,  2 

,  9$, 

42 : 

40—2 

» 

2$,  7 

,  2$,  2 

3$,  2 

,  2$,  7:, 

2$,  1 

,  9$, 

42 : 

41—2 

> 

2$,  9 

,  7$,  9 

2$,  1 

,  9$,  42: 

42—2 

13$,  3:,  13$, 

1:,  9$, 

42: 

43—2 

> 

2$,  9 

,  7$,  9 

,  2$,  1 

,  10$,  1: 

,  1$,  1:,  1$, 

37: 

44—2 

> 

2$,  7 

,  2$,  2 

,  3$,  2 

,  2$,  7:, 

2$,  1 

,  14$, 

37 : 

45—3 

> 

2$,  5 

,  2$,  4 

,  1$,  4 

,  2$,  5:, 

2$,  2 

,  10$, 

2:, 

46—4 

2$,  3 

,  2$,  5 

,  1$,  5 

,  2$,  3:, 

2$,  2 

,  2$, 

50: 

47—6 

» 

3$,  7 

,  1$,  7 

,  3$,  4 

,  2$,  50: 

48—7 

» 

3$,  6 

,  1$,  6 

,  3$,  57: 

49—10: 

,  4$,  2:,  1$,  2:,  4$,  60: 

50—14: 

,  5$,  64: 

51—83: 

52—83: 
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ASSIGNMENT  20 -D- -Submit  for  Correction 

Insert  this  sheet  in  the  typewriter  and  type  the  answers  to  the  crossword 
in  the  squares  provided.     Try  to  type  exactly  in  the  center  of  the  boxes. 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 
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Lesson  20 


Down 

1.  Stationery  with  the  company's 
name  printed  at  the  top. 

2.  Another  word  for  "platen." 

5 .     The  line  on  which  we  type  the 
date  of  the  letter. 

7.     The  key  used  in  typing  columns. 

9.     The  key  used  to  make  capital 
letters . 

11.  The  letter  style  in  which  the 
date  and  closing  begin  at  the 
center. 

12.  The  letter  style  in  which  every- 
thing starts  at  the  left  margin. 

13.  The  punctuation  pattern  which 
has  no  punctuation  at  the  ends 
of  lines. 

16.  The  number  of  spaces  per  cm 
on  a  PICA  typewriter. 

17.  The  line  which  sometimes  is 
inserted  below  the  salutation 
in  a  letter. 


A  cross 

3.  The  term  used  for  making  a 
short  letter  fill  the  page. 

4.  Punctuation  mark  that  is 
followed  by  two  spaces. 

6.    Another  name  for  "standard" 
punctuation . 

8 .     The  line  on  which  we  type  the 
inside  address. 

10.     The  most  efficient  letter  style. 

14.     Lever  used  when  withdrawing 
the  paper  from  the  typewriter. 


15.    Number  of  spaces  per  cm  on  an 
elite  machine. 

18.  The  typewriter  which  has  4.5 
spaces  per  cm. 

19.  Abbreviation  for  carbon  copy. 

20.  To  eliminate  the  tab  stop  use 
the  tab    key. 

21.  The  line  length  for  a  two-page 
letter  is    cm. 

22.  The  line  which  is  sometimes 
used  between  the  inside  address 
and  the  salutation  "Gentlemen." 
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ASSIGNMENT  CHECK  ) 

Check  off  each  of  the  following  as  you  insert  it  in  the  envelope  for 
mailing. 


ASSIGNMENT  20 -A  ,  captions,  page  2 

ASSIGNMENT  20 -B,  art  drawings,   page  5 

ASSIGNMENT  20 -C,  optional  art  drawing,   page  6 

ASSIGNMENT  20-D,  crossword,   page  8 


SUPPLIES  REQUIRED  FOR  FINAL  TEST: 

In  addition  to  a  typewriter,  students  must  provide  the 
following  supplies  for  their  final  tests: 

2  sheets  of  carbon  paper 
1  HB  pencil 
Erasing  Material 

All  of  the  required  typing  paper  and  forms  will  be 
supplied  with  the  final  test  booklet « 


End  of  Lesson  20 
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